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[bookmark: _Hlk148529531]POSITION DESCRIPTION

POSITION DETAILS:
	POSITION TITLE
	Administrative Assistant 

	REPORTS TO
	COO

	CLASSIFICATION LEVEL
	HEW 4

	PRIMARY ACTIVITY
	[bookmark: _Hlk148530163]The Administrative Assistant will provide day-to-day administrative support to the Centre’s Research Program to ensure all services are provided efficiently to meet the operating needs of the Centre.



PRIMARY FUNCTION:


The Centre’s Research Program is in a dynamic growth phase. It consists of four divisions: Foreign Policy and Defence (FPD), Economic Security, Emerging Technology, and Politics, Society and Culture – each with its own Research Director and team of Research Fellows and Associates. The Administrative Assistant will provide day-to-day administrative, operational and diary support across the four research programs





OVERVIEW OF THE CENTRE 

The United States Studies Centre is an independent research centre at the University of Sydney, dedicated to the rigorous analysis of American foreign policy, defence, economics, technology, politics and culture. The Centre is a national resource, that builds Australia’s awareness of the dynamics shaping America and their implications for Australia.

Vision
Our vision is to be a leading research institute, shaping policy, debate and ideas by deepening understanding of, and strengthening Australia's relationship with the United States.

Mission
Our mission is to make discoveries and draw insights with tangible value for Australian policymakers, businesses, scholars, students and the general public, generated by independent, non-partisan, rigorous research, delivered through communication, teaching and outreach.

Motto
Our motto is “Analysis of America. Insight for Australia. Solutions for the Alliance.”

Culture 
We are committed to building a positive, collaborative and respectful culture driven by social responsibility, diversity, inclusion, mental health and sustainability. In 2023, the Centre won the Best Workplace Award and the Culture Change Award, both presented by international survey company X-Ref. 

To learn how you can join our team, please visit our Careers page.








KEY ACCOUNTABILITIES:
	
	Frequency

	
	[bookmark: _Hlk148530581] General administrative services and operational support to the Research Program
· Provide operational support for the Research Program, including purchasing, credit card reconciliation, expense reimbursements, payment requests, Concur, Unibuy and billing processes. 
· Support internal Centre’s database including Salesforce. 
	Daily

	
	Support diaries, meetings and events
· Provide high level administrative support to the Research Directors, including diary management, and travel and accommodation bookings. 
· [bookmark: _Hlk148530633]Help coordinate meetings and roundtables for the Research Team, including guest lists, invites, guest liaison, venue booking, catering and IT facilities.
· Arrange and support the Centre’s visiting fellow program, including organising travel, preparing schedules, and on the ground support. 
· Tracking Research Team events and engagements in team databases and Salesforce
	Daily




KEY RELATIONSHIPS 
INTERNAL – within the Centre
	MAIN CONTACT
	FREQUENCY
	PURPOSE

	COO
	Daily
	Direct Manager

	Research Fellows and Associates
	Daily
	Daily support of team objectives 

	Research Directors
	Regular
	Work collaboratively with teams throughout the Centre as required

	Finance Director 
	Regular
	Work collaboratively with teams throughout the Centre as required

	Operations Manager
	Reglar
	Work collaboratively with teams throughout the Centre as required 



POSITION DIMENSIONS
	STAFF DATA

	DIRECT REPORTS:
number of direct reports to this position, their classification and number of incumbents 
	0

	INDIRECT REPORTS:
number of reports via subordinates to this position
	0



EXPERIENCE, SKILLS AND QUALIFICATIONS
	CRITERIA
	ESSENTIAL
	DESIRABLE

	Relevant qualification or experience gained through any combination of education, training and experience.
	x
	

	Advanced time management, organisational and problem-solving skills, including the ability to meet deadlines.
	x
	

	Effective and tactful communication skills (both verbal and written) together with strong problem solving skills and the ability to use initiative and exercise sound judgement, along with the ability to prioritise workload during busy periods
	x
	

	Excellent time and workload management skills with demonstrated ability to prioritise effectively, manage multiple tasks, meet deadlines and achieve outcomes.
	x
	

	Demonstrated experience providing effective customer service and support to clients at all levels
	x
	

	Knowledge of University policies and procedures and administrative processes within a tertiary environment.
	
	x

	Ability to multi-task and prioritise to achieve required results to deadline
	x
	

	Numeracy skills together with experience in controlling income/expenditure for reconciliation/budget tracking, and managing invoice payments and purchases.
	x
	

	Highly proficient computer literacy with excellent skills in Microsoft Office applications and experience using web and intranet applications.
	x
	

	Executive Support 
	
	x




WORKING WITH CHILDREN
	If the position involves working with children, a Working with Children Check clearance must be obtained.  Please refer to the Working with Children Policy for further information. If appropriate to the role, please type Yes to indicate that a Working with Children clearance is required or No if the position is not child-related:
	 No




EQUAL EMPLOYMENT OPPORTUNITY / AFFIRMATIVE ACTION
	Demonstrated understanding of the incorporation into Centre life of the principles of Equal Employment Opportunity and Affirmative Action EOOnline; and ability to work positively with staff and students from a diverse range of backgrounds.



SOCIAL RESPONSIBILITY 
	The Centre is committed to positively impacting our staff, students and stakeholders through socially responsible operations, teaching, research, events, and everyday activities. Staying true to this vision will guide us toward continued growth and success in fulfilling our motto — analysis of America, insight for Australia, and solutions for the Alliance.




WORK HEALTH AND SAFETY (WHS)
	Understand your WHS responsibilities and actively ensure the health, safety and wellbeing of yourself and others at work in accordance with the Centre’s WHS policy and procedures and as described in the role responsibilities on the WHS website.



AUTHORISATION
The Supervisor and Appointed Delegate confirm that this is a true reflection of the duties and accountabilities of this role.
	SUPERVISOR
	Position Title: 
	APPOINTED DELEGATED
	Position Title: 


	
	Name: 


	
	Name: 



Kindly Note: The Supervisor and Appointed Delegated may be the same person. If this is the case, only complete “Appointed Delegated” box
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