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Position Description  

Position title: Student Extracurricular Enrichment Fund (SEEF) Administrator  

Salary: $41.61 / hr. (Classification 3.1, includes 25% leave loading + 10% Superannuation)  

Hours: Casual (expected 15-25hrs a fortnight)  

Responsible to: Director of Business Support  

 

Purpose Statement  

PARSA is seeking to employ an ANU postgraduate student for the position of SEEF Administrator to assist in 

the administration of the Student Extracurricular Enrichment Fund (SEEF).  

SEEF is designed to support student events and activities that enrich the students’ extracurricular 

experience at the Australian National University. The Postgraduate and Research Students’ Association 

(PARSA) administer SEEF. $100,000 in funding has been allocated to SEEF for 2021 to support student-led 

activities that enrich the extracurricular life of students at the University.  

Extracurricular life is defined as activities or projects that fall outside a student’s normal coursework at 

University. These include, but are not limited to, social, sporting, cultural, intellectual, performances and 

pastoral activities. Grants are awarded on a competitive basis to both individuals and student groups by a 

panel of ANU organization representatives.  

The SEEF administrator assist students through the grant processes of application, acceptance and eventual 

acquittal. They are responsible for the full organization of SEEF funding rounds, outcomes and finances. 

They are responsible for the implementation of the SEEF guidelines.  

 

Position Dimension and Relationship  

PARSA (ANU Postgraduate and Research Students’ Association) is the elected student-representative body 

for postgraduates at the ANU. It provides a range of services aimed at providing support for the specific 

needs of postgraduate students in relation to both their studies and daily life.  

The association’s staff, managed by the Operations Manager, are a dedicated team that works closely with 

the elected officers of the students’ association. The Director for Business Support will support and 

supervise the SEEF Administrator’s daily work.  

The SEEF Administrator interacts regularly with postgraduate and undergraduate students, SEEF Panel 

members, staff, elected student representatives from PARSA and ANUSA, and other stakeholders to 

provide the best possible service to ANU’s students.  

 

Further information  

The successful candidate is eligible for remuneration at the casual rate of $41.61/ hr. (inclusive of 25% 

leave loading) plus 10% employer superannuation contribution. This amount will be paid fortnightly subject 
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to the provision of completed time sheet. This role and hours are subject to the maximum funding 

allocation for the project and work availability.  

This is a casual role; hours required by PARSA may change from week-to-week with expected available 

hours at 15-25 hours a fortnight.  

 

Main duties and responsibilities  

1. Co-ordinate meeting preparation for SEEF panel members, and take minutes for ten SEEF panel meetings 

(February, March, April, May, June, July, August, September, October, November).  

2. Update the SEEF Excel database and prepare budget reports for review at SEEF panel meetings.  

3. Regularly communicate to applicants and grant-holders via email, phone and in person about SEEF 

application, acceptance and acquittal processes and outcomes and also promotion of the program using 

the following face book, newsletter and O week marketing 

4. Review acquittal documents for financial discrepancies, and prepare financial documents for the PARSA 

Finance team for financial processing.  

5. Provide personal feedback, and feedback from students and other stakeholders, on how to improve the 

SEEF application and administrative processes.  

6. Conduct other general administrative tasks related to the efficient running of the SEEF grant process.  

 

Other duties  

7. Exercise functions or roles as required under the PARSA Constitution consistent with the classification 

level of the position.  

8. Ensure PARSA’s financial resources are used efficiently and that best value for money is obtained at all 

times.  

9. Attend meetings and training events as required.  

10. Have a flexible approach to work, ability to prioritise work, and to undertake any other reasonable 

duties that may be required, consistent with the classification level of the position.  

 

General duties  

11. Respect the democratic structure of the Students’ Association at all times. The post-holder will be 

expected to work closely with the elected officers of the students’ association and will aspire to the highest 

standards of integrity in respect to the advice provided to officers that must at all times be balanced in 

nature.  

12. Aspire to the highest standards of care for students at all times.  

13. Abide by the Association’s Constitution, and University and Association policies and procedures.  



 

Di Riddell 
Building 154, Kambri Precinct, 
University Avenue 
Australian National University 
Acton, ACT, 2601 
 

 

 
14. Maintain a high standard of ethics and confidentiality, empathy with students as a client group, and a 

commitment to principles of equality.  

15. Be sensitive when handling confidential information, such as sharing confidential discussions or 

information outside the workplace.  

16. Work collaboratively as part of team.  

 

Selection criteria  

Essential  

1. Be an enrolled postgraduate student at ANU with an expected graduation date no earlier than December 

2021.  

2. Demonstrated strong knowledge working with Microsoft Word, Excel and Outlook.  

3. Experience regularly organizing and taking minutes of meetings, with multiple stakeholders  

4. Ability to implement and improve financial and administrative procedures to ensure accurate and timely 

processing of grant finances as well as accurate reporting.  

5. Demonstrated experience regularly providing advice on procedures and processes to students.  

6. Excellent communication skills, particularly interpersonal, presentation and written work  

7. Experience updating budget spreadsheets and producing expenditure reports.  

8. Ability to adjust priorities quickly as circumstances dictate and adapt to frequent changes in workload.  

9. Ability to work independently, collaboratively, and creatively.  

Desirable  

1. Experience working for an organisation that administers grants.  

 

How to apply  

The application deadline is 5pm on Friday, 9th April 2021.  

To apply for the role, send an email to SEEF Administrator, at seef@anu.edu.au with:  

1. your CV (including contact details for two references); and  

2. a candidate statement that addresses each point in the Essential Selection Criteria section of the position 

description (and, where applicable, points in the Desirable Selection Criteria).  

PARSA is an equal-opportunity employer. If you have any questions please contact PARSA at (02) 6125 

4187. 


