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Function and Responsibilities

The Administration and OH&S Team will provide broad
general administration support fo maintain core functions
at all School locations for all School members. The Team
will strive for fimely and efficient support that assists all areas
of the School to achieve quadlity, effectiveness and
productivity in Learning, Teaching and Research.

e This support will include all general reception
functions, central bookings, School and Discipline
meeting coordination, dissemination of general
School information, School and Discipline
document processing and filing. The Team will be
responsible, under direction, for maintaining the
School websites.

e The Team will assist the School Space and
Infrastructure Committees in the management and
maintenance, including record keeping of all
facilities and equipment.

e The Team will provide travel assistance and
arrangements were appropriate and maintain
computer leases.

e The Administration and OH&S Team will provide
executive assistance fo the roles of Head of
School, Heads of Discipline and convenors of
major School Committees.

e The Administration and OH&S Team will provide
administration assistance to the OH&S Committee,
maintain OH&S records and ensure compliance to
OH&S requirements.

Initial Email contacts

All email enquiries to the Administration and OHS Team
should be directed in the first instance to one of the
following addresses.

General Admin enquiries
sprh.admin@adelaide.edu.au

General OH&S enquiries
sprh.ohs@adelaide.edu.au
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Function and Responsibilities

The Human Resources and Finance Team wiill provide
administrative assistance and processing for all human
resource and finance matters at all School locations for all
School members. The Team will strive for timely and
efficient support that assists all areas of the School achieve
quality, effectiveness and productivity in Learning,
Teaching and Research.

e The Team will provide guidance and direction on
human resource matters and ensure the
dissemination of human resource information. The
Team will maintain all human resource records and
provide appropriate reporfts.

e The Team will provide all finance processing
support and maintain appropriate finance records.
The Team will provide appropriate finance advice
to staff and students, licising with the University’s
Finance Branch were necessary.

Initial Email contacts

All email enquiries to the Human Resources and Finance
Team should be directed in the first instance to one of the
following addresses.

General Finance enquiries
sprh.finance@adelaide.edu.au

Purchase orders / Reimbursements / Payments
sprh.purchasing@adelaide.edu.au

General Human Resources enquiries
sprh.hr@adelaide.edu.au
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Function and Responsibilities

The Learning, Teaching & Research Team will strive for
timely and efficient support that assists all areas of the
School achieve quality, effectiveness and productivity in
Learning, Teaching and Research.

e The Learning, Teaching & Research team will work
closely with and provide administrative support to the
Learning and Teaching, the Research Education and
the Research Committees.

e The Learning, Teaching & Research team will provide
full administrative assistance and record keeping for all
Learning and Teaching and Research Education
student matters. The Learning, Teaching & Research
feam will maintain all School and Discipline research
records and provide all general research administration
to the School.

Initial Email contacts

All email enquiries to the Learning, Teaching and Research
Team should be directed in the first instance to one of the
following addresses.

General Learning and Teaching
sprh.l and t@adelaide.edu.au

General Research Education
sprh.resedu@adelaide.edu.au

General Research
sprh.res@adelaide.edu.au
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Support Teams Quick Reference

Administration and OH&S Team

Team Leader: Frank Carbone 8303 4524 General Admin epquiries
Karen Hannah 8303 8163 sprh.admin@adelaide.edu.au
Val Kuliwaba 8303 5100

Jacki Smith 81617619

Mary Paleologos 8161 8428 General OH&S enquiries
Dorothy Galuszka 8161 7452 sprh.ohs@adelaide.edu.au
Rosalie Eames 8182 9306

Human Resources and Finance Team General Finance enquiries

sprh.finance@adelaide.edu.au

Team Leader: David Bates 8303 5099

and 8161 7304 WCH Purchase orders / Reimbursements / Payments
Kelly Holloway 8303 8171 sprh.purchasing@adelaide.edu.au
Helen Holmes 8303 8385

General Human Resources enquiries
sprh.hr@adelaide.edu.au

Learning, Teaching and Research Team

Team Leader: Pat Grant 8303 5195 General Learning and Teaching
Simon Kalucy 8313 0633 sprh.l and t@adelaide.edu.au
Casey Campleman 8313 0635

Jacki Smith 81617619 General Research Education
Juanita Carter 8161 6346 sprh.resedu@adelaide.edu.au
Rosalie Eames 8182 9306

Kay Pender 8303 5100 General Research

sprh.res@adelaide.edu.au
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