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	Title:
	Administrative Assistant
	Position numbers:
	156009C
3293909
156003D 
3369312

	School/Faculty/Area:
	Library

	Division:
	Academic Services

	Reporting to:
	Corporate Services Manager

	Classification Details:
	Current Classification:
	HEGS Level G04
	Confirmed Classification:
	HEGS Level G04

	Date Last Updated: March 2007


1. Purpose of Position

These positions exist to provide support to the University Library Corporate Services Manager in ensuring that the resources and facilities of the Library are utilised effectively and efficiently. Support is provided in a range of areas including finance, facilities, human resources and general administration.

2. Accountabilities and Responsibilities

Financial support 
· Corporate Card transaction reports are reconciled and processed after appropriate authorisation has been obtained.

· Quotations on purchases or repairs are sourced, evaluated and obtained.

· Orders for equipment and consumables are processed and monitored.

· Accounts for payment are processed using the University’s financial information system Finance One.
· Inter-departmental journal transactions are prepared and processed.
· Internal information systems are maintained to ensure the accurate recording of information not available from the University's finance system.

Facilities support 
· Maintain and monitor all CARDAX access and security system for the main library building, and the non-Library departments in the building including the allocation and management of keys to Library staff.
· Submit and follow up urgent minor New Works and maintenance requests to all sections of the main library building and the four lifts.
· Monitor cleaning of the main library building including liaison with library staff and with University Facilities staff responsible for cleaning.

· Obtain furniture & equipment quotes and arranged for any repairs and relocations of large items as required.
· Assist with equipment purchasing, registration, disposal and stocktake in accordance with University policy and procedures.
Human Resources support 
· Complete all necessary forms for staff contracts, leave and higher duties allowances as directed. 
· Update and notify appropriate authorities of changes to Library staff members’ contacts and details and any routine staffing announcements as required.
General administrative support 
· Provide executive support including reception, word processing, copying, and correspondence. 
· Provide assistance of official Library functions through investigating options and making bookings for venues, catering, etc.

· Develop and maintain Unit procedures documentation. 

· Provide records and filing support as directed.
· Prepare spreadsheets for data recording and collation.

· Provide assistance with Library Stakeholder surveys and performance measurement.

Other
· Contribute to the Unit team through participation in operational planning days, team meetings, etc.

Compliancy and Legislative Knowledge

· Comply with University policies and procedures and relevant appropriate legislation; and.
· Meet Occupational Safety and Health, anti-discrimination, equal opportunity and other legislative requirements in accordance with the parameters of the position.
3. Working Relationships

Internal

· Library staff from all units and sites
· Other Curtin staff, in particular from those from University Properties and Financial Service
External

· External suppliers of library equipment and services.
· Administrative staff from other universities.

4. Position Dimensions
· An annual budget of more than $15 million.
· 12 cost centres, including the main library cost centre which is divided into 16 business units.
· Approximately 103 permanent staff positions and up to 40 casual and temporary staff during semesters.
· More than 1.5 million clients through its doors each year.
· A collection including 599,436 non-serial items and 45,690 current print serials.
· Use of the University's corporate information systems, in particular Finance One and CARDAX for this position.

· Word processing, spreadsheet and email software in a PC desktop computing environment.
· Staff who undertake flexible working hours within the range of Library opening hours and within the provisions of the Curtin University General Staff Enterprise Agreement.

Organisational Chart (refer attached)
5. Selection Criteria 

Essential 

1. Completion of a Diploma in a business related discipline and/or equivalent education, training or experience.

2. Demonstrated relevant administrative experience in a large organisation including the ability to use telephones, facsimile machines and email functions.
3. Demonstrated computing skills including the ability to use Microsoft Office desktop applications, in particular Word, Excel and Outlook.

4. Demonstrated effective written and oral communication skills, providing clear and accurate letters/memos and the ability to effectively communication directly to staff.

5. Demonstrated interpersonal skills, in particular the ability to deal tactfully and effectively with a wide range of staff, trades people and clients including the ability to display cross-cultural sensitivity.

6. Demonstrated organisational skills including the ability to prioritise tasks and meet deadlines with accuracy and attention to detail.

7. Demonstrated ability to work effectively within a team and independently.

8. Demonstrated commitment to applying relevant and applicable policies, procedures and legislation in the day-to-day performance of the functions of this position.
Desirable 
1. Demonstrated basic working knowledge of Finance One.

2. Proven ability to use the CARDAX Commander system.

Endorsement

	Name:

(Manager)
	

	Signed:
	
	Date:
	_____/______/_____

	
	Registered by Staff Services 
	Date:
	_____/______/_____
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