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POSITION DESCRIPTION

1. POSITION TITLE: Accreditation Officer
2. WORK UNIT: Accreditation Centre
3.
RESPONSIBLE TO: Accreditation Centre Lead
3. LOCATION: Canberra preferred
4. PURPOSE:
The Accreditation Officer is pivotal in managing all administrative and logistical aspects of the Accreditation Centre in order to maintain a quality assured accreditation process. 

Further, the Accreditation Officer operates as a conduit between Engineers Australia and high level academics on behalf of national and international education providers regarding Accreditation Reviews.
5. MAIN DUTIES

· Management of Pre-Accreditation Review Arrangements

Manage all pre-accreditation review logistics which involves:

· Assist with negotiating review dates with education providers including senior academic personnel, Executives and Deans. 

· Manage submission documentation, liaise with high level stakeholders (including personnel from EA networks, industry and senior academics) to assist in the coordination of the panels for each review as well as autonomously solve any problems that may arise. 

· Distribute submission documentation to panel members, arrange pre-review teleconferences and reporting logistics, set up panel pre-review meetings, arrange panel working meetings
· Negotiate the accreditation review schedule with the education provider, establish the list of attendees and set expectations for meetings.
· Identify possible risks to the review program and communicate them to the responsible manager
· Post-Accreditation Review Actions

· Manage all post-accreditation review logistics 

· Draft review report distribution and version control, finalisation of reports, formal correspondence, update of website.  

· Arrange reimbursement for any panel member travel expenses.
· Provide On-site Logistics Support for Accreditation Reviews – as required

· When required, manage the on-site logistics of large panels 

· Provide executive support to accreditation panel members for the duration of the review, including liaising with key high level personnel on behalf of the education provider. 

· Assist the Panel Chair and Review Manager where appropriate in recording outcomes.

· Travel and accommodation logistics
· Negotiate and coordinate all interstate and international travel, accommodation and logistical requirements for accreditation review panels for up to 20 panel members and for General Manager, Professional Standards and Chief Engineer as required.

· Communications
· Responsible for the generation and distribution of letters and emails to external stakeholders, such as education providers and panel members. 

· Provision of timely and accurate responses to internal and external stakeholder enquiries received via email, telephone or Salesforce.  This may include distribution of letters to senior academics following Accreditation Board meetings and following up of interim reporting requirements with Education Providers.

· Finance

· Assist with the reconciliation of credit cards and other invoices which require processing.

· Data entry and Database Management

· Input data into spreadsheets for submission to the Information Communications Technology team for updates to the corporate database. 
· Manage a database of potential and former accreditation panel members, including resume and post-nominal data.  

· Request resumes from all potential panel members for record keeping purposes to assist with the coordination of accreditation review panels.  

· Ensure that panel members are suitably qualified in the discipline being reviewed.  This may require further research on the individual’s expertise.

· Website Listing maintenance
· Manage the master listing of accredited programs.  

· Request a detailed summary of the programs to be accredited from each education provider. Cross reference their programs to what is on our website listing and query any inconsistencies.  

· Amend documents accordingly to achieve complete accuracy.

· Track and report on project timelines
· Systematically track and record the accreditation timelines and processing cycle for each education provider, including the obligations for interim reporting and mid-term review processes. 

· Distribute confirmation letters, reminder emails, negotiate review dates and submission due dates for accreditation reviews in conjunction with the Accreditation Centre Lead.  

· Maintain a follow-up action management system for tracking and reporting progress on Accreditation Board meeting outcomes.
· Special Projects and General Administrative Duties
· Work on special projects for the Centre as required.
· Identify opportunities for improvement of processes and procedures, and prepare proposed updates for inclusion in the Accreditation Management System.
· Coordinate administrative activities to ensure the day to day operational needs of the centre are met.  

· Other duties as required.

6. WORK HEALTH & SAFETY (WHS) OBLIGATIONS

As a worker for Engineers Australia, you must:

· Take reasonable care for your own health and safety in the workplace

· Take reasonable care that your acts or omissions do not adversely affect the health and safety of others in the workplace

· Cooperate with your employer about matters of health and safety

· Comply with any reasonable instruction and cooperate with Engineers Australia’s WHS policies and procedures

· Familiarise the broad meaning of ‘workplace’ in health and safety legislation and Engineers Australia WHS policies and procedures.

7. COMMUNICATION AND RELATIONSHIPS

This position reports to the Accreditation Centre Lead and provides detailed support to the Accreditation Centre Lead and the Accreditation Project Manager.  

· The position requires communication with Engineers Australia’s staff, volunteers, industry representatives and extensive external communication with high-level academics, the tertiary sector and private sector stakeholders.
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	Focus on Customers 
we are committed to delivering exceptional products, services and experiences for our members and customers. 

	We do this by:

· caring about our members and customers, listening to them and seeking to understand their needs

· helping our customers achieve their goals

· providing service excellence

· using our member’s funds prudently and in a sustainable way

	Achieve Together
we are at our best when we collaborate and use our collective expertise. 

	We do this by:

· working inclusively as ‘One Team’ to create a positive and enthusiastic culture

· valuing everyone’s contribution, respecting the uniqueness of individuals

· sharing information and ideas openly and broadly

· encouraging and supporting others to do their best

	Embrace Progress 
we actively seek out ways to improve through adopting ideas from our colleagues, customers and the world around us.

	We do this by:

· staying informed in our ever changing world

· being agile and adopting new and simpler ways of working

· actively coaching, mentoring and encouraging creative thinking

· accepting mistakes can happen and learning from them

	Act with Integrity 
we earn trust by being authentic and accountable. 

	We do this by:

· doing the right thing, even when it is not easy

· giving and expecting our best, always

· keeping our promises, saying what we mean and doing as we say

· communicating openly, honestly and respectfully, being mindful of impact


9. SELECTION CRITERIA

· Experience in office administration and support.

· Well-developed verbal and written communications skills.

· Ability to work autonomously and as a member of a team. 

· Systematic approach to work with attention to detail.

· Experience with financial administration.

· Competent in use of Microsoft Office and Excel tools

· Negotiating skills 
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