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POSITION DESCRIPTION 
Position: 7722 Coordinator, Timetabling and Enrolments 
Work Area: Student Services 
Classification: Level 7 
Supervisor: 7030 Manager, Timetabling and Curriculum Data 

OUR VISION 

To create a better tomorrow. 

OUR PURPOSE 

To transform lives through learning and knowledge in every place we operate and with every community we serve. 

OUR VALUES 

Integrity, community, sustainability 

For further information about UniSC, visit us online:  usc.edu.au/about 

OVERVIEW OF STUDENT SERVICES 

Student Services is headed by the Academic Registrar and Director, Student Services and is part of the portfolio of 
the Deputy Vice-Chancellor (Academic) who is responsible for setting the vision and strategic direction for the UniSC 
student experience, student success and retention. Student Services strives to provide a positive, transformational 
experience for all UniSC students and has a broad brief to deliver key initiatives and services that support students 
to succeed with their studies, thereby becoming lifelong learners and job ready graduates. Student Services is 
comprised of three sections, each headed by an Associate Director: Student Business Services provides 
administrative and academic support to core university functions including admissions, credit assessments, 
timetabling, enrolments, student finance, scholarships, progressions, graduations, and student systems. Student 
Experience provides UniSC-wide multi-channel student enquiry management, a business improvements team, as 
well as centralised student communications and orientation coordination for the university. Student Engagement 
& Success provides student learning, support and development services including wellbeing, disability support, 
careers, and employability, learning advice and student success.  

PRIMARY OBJECTIVES OF THE POSITION 

1. Coordinate the development, implementation, maintenance and evaluation of the University timetable, in 
collaboration with key stakeholders to ensure requirements are met in accordance with the strategic goals and 
priorities of the University and to ensure the efficient and maximum utilisation of available resources;  

2. Undertake root cause analysis to assist with the resolution of issues identified with the UniSC timetable (from 
both a staff and student perspective), enrolment issues and other data integrity issues identified in the Student 
Information System, and develop proposals and/or recommendations for consideration by management; 

https://www.usc.edu.au/about/strategy-quality-and-planning/strategic-plan-2025-2028/vision-purpose-and-values
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3. Implement change management and communication strategies to support the effective management, 
development, and continuous improvement of University timetable and enrolment processes ensuring 
alignment with University policy, procedures and legislative requirements. 

NATURE AND SCOPE OF POSITION 

Under the direction of the Manager, Timetabling and Curriculum Data the incumbent will provide coordination of 
activities in reviewing, evaluating and designing business processes and practices relating to the University’s 
timetabling and enrolment activities, to ensure appropriate allocation and utilisation of University resources and a 
high-quality stakeholder experience. 

KEY ACCOUNTABILTIES OF THE POSITION 

1. Coordinate activities of the Timetabling and Enrolments teams in the delivery and support of effective services 
to ensure processes are consistent, equitable, and comply with relevant policies, procedures and legislative 
requirements and alignment with University strategic plans.  

2. Take a leading role in liaising with UniSC academic Schools and other stakeholders to maintain, develop and 
continuously improve the University’s approved timetabling and enrolment business rules and guidelines; 

3. Provide advice on and support the interpretation and application of University policies and procedures and 
legislative requirements related to the role ensuring compliance and identifying associated risks.  

4. Coordinate resourcing to ensure appropriate support can be provided for class scheduling and enrolment 
related activities; 

5. Undertake the collection and analysis of data to identify trends and systemic issues to improve delivery of 
service and provide innovative solutions to improve business performance by ensuring efficient and effective 
processes and systems that support the timely delivery of quality services.   

6. Develop and deliver training, guidance materials and documentation to support staff and stakeholders in the 
effective application of timetabling and enrolment processes, systems and business rules.  

7. Resolve complex operational issues arising from timetabling and enrolment activities providing advice and 
determining appropriate actions in line with University policy and procedures.  

8. Undertake other duties within the range of skills normally associated with a position of this classification in an 
evolving environment as required. 

9. Contribute to a positive and safe work environment for you and others, by modelling and promoting conduct 
that is culturally capable, inclusive, respectful, and ethical. 

KNOWLEDGE SKILLS AND EXPERIENCE NECESSARY  

Applicants need to demonstrate they meet the following Selection Criteria: 

1. The successful candidate will hold a relevant degree with at least 4 years subsequent relevant experience within 
a higher educational setting; or extensive experience and management expertise in technical or administrative 
fields; or broad knowledge in the area of tertiary curriculum, enrolments and related activities. 

2. Extensive understanding, knowledge, and experience in the use of a computerised student information system 
andr timetabling systems. 

3. Ability to assess complex problems and situations, develop innovative solutions and respond efficiently and 
effectively within a process improvement environment. 
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4. Ability to engage constructively with stakeholders and clients, displaying strong organisational, conceptual and 
analytical skills, to assist in delivering a culture of responsive and innovative customer-oriented solutions. 

5. Ability to work with staff in developing knowledge and understanding of data integrity and quality control issues 
and its relationship to continuous quality improvement principles and practices. 

6. Strong communication and organisational skills including the capacity to: 
a. Manage competing resource and priorities and consult and negotiate with internal and external 

stakeholders with diverse interests 
b. Plan for and achieve outcomes within specific timeframes with strong attention to detail 
c. Coordinate people and workflows to achieve results. 

7. Experience in the coordination and presentation of training sessions and in the preparation of documents and 
publications. 

Additionally, in accordance with UniSC’s Staff Code of Conduct – Governing Policy, all staff are expected to display 
professional behaviour, communicate respectfully, and perform their duties responsibly. 

A position description is not intended to limit the scope of a position but to highlight the key aspects of the position. 
The requirements of the position may be altered in order to meet the changing operational needs of UniSC. 

UniSC is committed to creating a work and study environment that values diversity, facilitates equitable access 
and full participation. 


