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Position Description — Accommodation Coordinator NT
Updated 24 September 2024

POSITION DETAILS

College/Portfolio College of Medicine and Public Health

Organisational Unit Discipline of Rural and Remote Health

Supervisor (Title) Facilities Manager, Rural € Remote Health

Classification Higher Education Officer leve

Employment Type Fixed-term, Fu

POSITION SUMMARY

Northern Territory (NT), including the alloc8
NT. The incumbent will be required to reside
RRH NT footprint as necessary. The role will a i i € €oordination of Fleet management and WHS
aspects across the NT region.

The position acts as a first pgi

All staff at Fli
University’s

appropriate and professional workplace behaviours, providing
members, if required, and undertaking other key responsibilities or activities as directed

rt an inclusive workplace culture which values diversity and embraces the principles of

e perform their respo ies in a manner which reflects and responds to continuous improvement; and

o familiarise themselves and comply with the University’s Work Health and Safety, Injury Management and
Equal Opportunity policies.

Northern Territory Government legislation (the Care and Protection of Children Act 2007) now requires all

individuals in child related employment or whose duties involve, or are likely to involve, contact with a child, to

hold a valid ‘Working with Children Clearance’ (Ochre Card). This position involves child related work and is

assessed as requiring a Working with Children Clearance/Ochre Card.

A National Police Certificate which is satisfactory to the University will be required by Flinders University before
the successful applicant can commence in this position.

Staff working in a health care setting are required to be fully vaccinated against COVID in line with the NT
Health policy.
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KEY POSITION RESPONSIBILITIES

The Accommodation Coordinator NT- is accountable for:

1. Lead management of student accommodation through the accommodation system, including,
coordination of bookings and room allocations, identifying and addressing accommodation challenges
(shortfalls, peak periods, other matters that may affect efficient allocation of resources), providing timely
and effective support to students, coordinating the cleas nd maintenance of
accommodation, and managing data for reporting on the use 0 modation and facilities.

2. Providing effective advice, coaching, and support to regional ca dministrators on all aspects

of student accommaodation services, policies and systems.

3. Lead management collection of student acco student

accommodation finance reporting.

4. Assisting with the on-site Work Health and Safe ‘ nt across the
region in broad consultation with the Facilities Mangge

5. Ensuring that opportunities for effe
teaching and learning.

6. Writing proposals and reports on accomm@

7. Undertaking project worlgas required, this ma ent of written agreements in consultation

with key stakeholder

8. Assisting in the develop Of PO pcel assurance and financial systems to
assist with the lilget and O jonal plans:

Any other respo ies in line e level of the position as assigned by the Supervisor and/or the

Universii

KEY POSITION CAPABILITIES

) evant tertiaryggualificatio h subseduent relevant experience, or equivalent combination of
xperience ang ducation are aining.

BNStrg Xperience in the devefopment and support of student accommodation and administration

fo i es across NT rural and/or remote areas.
e Demo ed well developed skills with Microsoft Office suite and experience using complex
booking 3 pancial management systems relevant to accommodation.

e Demonstrated developed communication, customer service and interpersonal skills, with the ability
to liaise and né te with a wide range of university staff and external stakeholders to establish
effective strategic partnerships.

¢ Demonstrated well-developed written communication skills, with capacity to compile and analyse data,
prepare internal and external reports and submissions.

¢ Demonstrated project management skills and the ability to exercise initiative, establish priorities, problem
solve and meet deadlines.

e Demonstrated ability to collect, analyse and interpret data and proficiency in working with database or
financial systems relevant to accommodation and infrastructure.
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e Demonstrated commitment to continuous business process improvement initiatives to evaluate business
systems, policies, processes and procedures and generating solutions.

o Demonstrated ability to work independently, accurately and with close attention to detail as well as
working collaboratively as part of a team to deliver operational services in a high-volume work
environment and achieving strategic outcomes.

e Demonstrated understanding of real estate and student accommodation options in rural areas
(desirable).

e Demonstrated commitment to educational, health and general workforce development in rural and
remote communities (desirable).

¢ Demonstrated experience with StarRez (desirable).

e Acurrent driver’s licence is essential for this position.
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