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Position Description

	Position Title:
	

	Position Number:
	

	Division
	Vice-Chancellor Division/ University Services Division/ Deputy Vice-Chancellor (Global Learning) Division/ Deputy Vice-Chancellor (Scholarship) Division

	Department:
	

	Job Function:
	

	Job Stream:
	

	Classification:
	USQ Professional Level x/x (Linked Position)

	Base Salary:
	$00 000 to $00 000 pa

	Total Remuneration Package:
	$00 000 to $00 000pa
The total remuneration range includes the base salary, employer superannuation contributions of 17%/9% salary and annual leave loading.

	Term:
	Full-time continuing or 0.x fractional appointment

	Campus:
	Toowoomba / Springfield / Fraser Coast

	Date:
	

	Supervisor:
	If you have any queries in relation to this position after reading the position description please contact {name}, {position} on {contact details – telephone and e-mail}.






Key objective (Why the job exists)

The          is responsible for the           , to ensure that              .

Scope of the position (reporting relationship)

The ....................... reports directly to the .......................  The incumbent liaises with  ................

Principal accountabilities (what, how, why you do your job)

(Note: Principal Accountability 1 ‘USQ Values’ is mandatory for all USQ positions - select one of the descriptors depending upon level of the position)

Base level

1.	For Individuals - Understand, demonstrate and model USQ values in day to day interactions with internal and external clients and the community.

For Supervisors - Understand, model and develop USQ values in self and others and demonstrate these in day to day interactions with internal and external clients and the community.

For Managers - Understand and model USQ values and lead and manage the performance of employees and interactions with internal and external clients and community members consistent with these values.

2.	Ensure …..............        (what is the major objective)
	by/through …..............         (describe how objective is to be achieved)
	in order to achieve …............      (what is the desired outcome – why is the objective required)

	Example
2.	Contribute to the successful attainment of Departmental Quality Management objectives through the implementation of procedures developed to provide for continuous improvement relating to workshop productivity and quality of service.

Higher level



Duties   (as a subset of work roles)

Base level


1.	

2.	

Higher level

Our core values
Respect for the individual
Success for students
Social responsibility
Free intellectual inquiry
Excellence, innovation and creativity

Demonstrating USQ’s core values

Individual (Include this for all employee positions. Add additional statements according to level) 
All employees will work alongside students and colleagues, supporting each other to achieve their goals while respecting their individuality, assisting them to connect with their chosen future and fulfil their goals. Employees will interact openly and in a supportive manner with students and fellow employees.


(Select one of the descriptors depending upon level of the position to add to individual statement)

Manager
Provide leadership in creating an environment which shows respect for individuals, promotes the achievement of student objectives, fosters free intellectual enquiry and enables employees to make a contribution to research, community development and engagement.  

Or

Supervisor
Foster a collaborative work environment that encourages respectful relationships among colleagues and the USQ community.  Supervisors will ensure employees are equipped to support students in their learning journey, and are able to contribute to research and community engagement activities.

Reasonable duties

An employee must not refuse to perform duties reasonably required by the employer, consistent with the employee's classification and constituting duties which the employee is competent to perform.
	
Workplace health and safety (select one of the descriptors depending upon level of the position)

Manager/Executive

(Executives) Executives must ensure the workplace health and safety of each person in the functional areas of the University under their control is not affected by the activities of that work area and that no person is exposed to risks to their health and safety arising out of the area's activities.

(Managers) Managers must ensure that the risk of injury or illness for all employees and others in the work area under their control is minimised and that all persons in that area comply with workplace health and safety legislation and guidelines.

Supervisor
Supervisors have an obligation to ensure the work area under their control is safe and without risk to health and that all employees and others in that area comply with workplace health and safety legislation and guidelines.

Individual
All employees have an obligation to comply with all the University’s workplace health and safety policies, procedures and instructions and not place at risk the health and safety of any person at the workplace.

Equal opportunity (select one of the descriptors depending upon level of the position)

Manager
Demonstrated commitment and capacity to implement and/or develop equal opportunity policies.  

Supervisor
Sound knowledge of, and demonstrated willingness to implement, equal opportunity policies and practices.

Individual
All employees are required to be aware of and demonstrate a commitment to the principles of equal opportunity in the workplace.


Sustainability

Employees will ensure that all areas of responsibility consider and support the attainment of carbon neutrality and the principles of environmental, social and economic sustainability.

Employee development (select one of the descriptors depending upon level of the position)

Manager
Provide leadership in establishing an environment which will enable employees to acquire new skills, knowledge and abilities to assist them in achieving faculty/section goals and prepare them for career advancement.

Supervisor
Undertake performance management reviews of employees regularly so as to provide constructive feedback and guidance on work assignments whilst identifying training and developmental activities to enhance the employees’ effectiveness on the job and their career development.

Individual
All employees are required to participate in training and development activities to assist in the achievement of individual/work objectives.

Quality management (Optional – include if appropriate) 
(select one of the descriptors depending upon level of the position)

All employees share responsibility for ensuring that continuous improvement practices are developed, implemented, and documented, to ensure constant and consistent quality growth.

Manager
Managers are directly responsible for the determination and implementation of quality practices, procedures, and controls within their work area; and for the development, implementation, and continual review of quality management and document control systems within their unit/project.

Supervisor
Supervisors are responsible for the implementation and compliance with quality practices, procedures, and controls within their work area; and for the implementation, continual evaluation, and compliance with quality management and document control systems within their unit/project.

Individual
Employees are responsible for implementing and complying with quality practices, procedures, and controls; and for implementing and complying with quality management and document control systems.

Use of equipment

During the performance of duties the....................... will come in contact with and is expected to operate the following:

•	
•	
•	

Specific training in the above may be provided if required.



Key Selection Criteria

Applicants must address the selection criteria (both essential and desirable) for the base level and may, if they choose, address the additional selection criteria for the higher level. Only those applicants who clearly demonstrate that they satisfy the higher criteria may be considered for appointment at the higher level.

Essential (Cannot work in job without) 

Base level

1.	

2.	

[bookmark: _GoBack]Higher level

Desirable (improves job performance) 

1.	


Note:  Choose selection criteria for the role from the Key Selection Criteria framework using a combination of Required, Job Function*, Specialist/Technical (Job Stream*) and Core/Generic criteria, ideally to a combined maximum of no more than 8 criteria for any position (preferable range of 6-7 essential).

	*Note: Job functions and streams are being continually reviewed and revised.
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