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POSITION DESCRIPTION 
 

Position: Enterprise Planning and Performance Coordinator 

Work Area: Insights and Analytics Unit 

Classification: Level 7 

Supervisor: Associate Director, Insight and Analysis 

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 INSIGHTS AND ANALYTICS UNIT 

Data and information are critical strategic assets that underpin informed decision-making, institutional 
performance, compliance, and long-term sustainability at the University of the Sunshine Coast (UniSC). The Insights 
and Analytics Unit (IAU) leads the University’s enterprise approach to data, analytics, and information management, 
enabling evidence-informed decision-making and strengthening organisational capability across all portfolios.  

The IAU is responsible for enterprise data and analytics capabilities, including organisational performance analysis, 
integrated planning and forecasting, data and information governance, privacy and right to information, knowledge 
management, student and institutional analytics, business intelligence, and enterprise data platform capabilities, 
including data lake and data warehouse management and optimisation. The Unit oversees the stewardship, 
governance, integration, optimisation, and accessibility of UniSC’s data assets to ensure they are trusted, scalable, 
and effectively leveraged to support strategic and operational outcomes.  

Through the continuous uplift of enterprise data platforms, modern analytics practices, and scalable self-service 
capability, the IAU enables the University to embed a culture of evidence-informed decision-making, improved 
organisational performance, while maximising value from institutional data assets.  

The IAU develops and implements UniSC’s enterprise information and data strategies, shaping the University’s 
vision for data and analytics while strengthening organisational capability, data literacy, and analytics maturity. By 
translating complex data into actionable insights and enabling contemporary analytics environments, the IAU 
supports strategic planning, performance monitoring, operational effectiveness, and sustainable institutional 
growth. 
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PRIMARY OBJECTIVES OF THE POSITION 

• Coordinate and support the delivery of the University’s enterprise planning and performance reporting 

frameworks, including the Strategic Plan and Annual Operational Plan (AOP). 

• Lead the coordination of quarterly performance reporting, ensuring accurate, timely, and compliant 

reporting against strategic objectives, KPIs, and AOP targets. 

• Coordinate the development, review, and maintenance of KPIs and operational targets, ensuring 

alignment with strategic priorities and legislative requirements. 

• Provide governance and reporting support for enterprise initiatives and key Commonwealth strategic 

reporting requirements, with a focus on ensuring alignment to strategic outcomes. 

• Provide analytical insights and advice to support executive decision-making and organisational 

performance monitoring. 

• Drive continuous improvement of planning, reporting, and governance processes, systems, and tools, 

including leading the annual review of the Strategic Plan, supporting development of the Annual 

Operating Plan (AOP), and contributing to the refresh of the four-year Strategic Plan and other 

Commonwealth strategic reporting requirements. 

NATURE AND SCOPE OF POSITION  

Under the broad direction of the Associate Director, Insights and Analysis, this role coordinates enterprise planning 
and performance reporting activities that enable the University to monitor and achieve its strategic objectives. 

The position plays a key role in ensuring that planning, performance monitoring, and reporting processes are 
integrated, consistent, and aligned to internal and external requirements. This includes responsibility for 
coordinating strategic and operational reporting cycles, KPI frameworks, and governance processes across the 
University. 

This role supports enterprise governance through planning coordination, performance reporting, KPI management, 
and high-quality analysis to inform decision-making. 

KEY ACCOUNTABILTIES OF THE POSITION 

Enterprise Planning and Performance Coordination: 

• Coordinate the development, implementation, and ongoing management of the Annual Operational Plan 

(AOP) and associated planning frameworks. 

• Ensure alignment between strategic priorities, operational plans and performance measures across the 

University.  

• Coordinate the development, review and updating of KPIs and performance targets, including initiating 

updates where required.  

• Undertake research and analysis to inform planning, target setting and organisational performance 

improvement. 
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Performance Monitoring and reporting: 

• Lead the coordination and delivery of quarterly strategic and operational performance reports.  

• Monitor progress against strategic objectives, KPIs and AOP commitments and identify risks, variances, 

and emerging issues.  

• Provide high-quality analysis and insights to support executive understanding of organisational 

performance.  

• Prepare reports, dashboards, and briefings for senior leadership and governance bodies.  

• Ensure all reporting outputs meet legislative, regulatory and compliance requirements. 

Governance and Coordination Support:  

• Support enterprise planning and performance governance processes, with a focus on the development, 

collection, and review of Strategic Plan and Annual Operating Plan measures. 

• Coordinate governance activities related to planning and reporting cycles, including scheduling meetings, 

preparing agendas, capturing minutes and tracking actions. 

• Collate, review, and maintain performance measures and reporting to ensure alignment with strategic 

objectives, Annual Operating Plan priorities, and Commonwealth strategic reporting requirements. 

• Maintain clear, accurate, and up-to-date planning and reporting documentation, including templates, 

schedules, and reports. 

• Support consistency and alignment across planning and reporting activities, ensuring measures and 

outputs are aligned to enterprise priorities and external reporting obligations. 

• Assist with the use of enterprise systems and tools supporting planning and reporting (e.g. 

TechnologyOne, Workday, Microsoft platforms, and other ERP solutions). 

Systems, Tools and Continuing Improvement: 

• Administer and maintain enterprise planning and performance reporting systems (e.g. TechnologyOne or 

similar).  

• Develop and maintain reporting templates, dashboards, and tools to support decision-making and 

consistency.  

• Identify and implement improvements to planning, reporting, and governance processes.  

• Develop guidance materials and support staff in the effective use of planning and reporting systems. 

Stakeholder engagement and Capability Support: 

• Build and maintain strong relationships with stakeholders across all levels of the University.  

• Act as a central coordination point for planning and reporting activities.  

• Provide advice and guidance on planning frameworks, KPI development, and performance reporting 

requirements.  

• Support capability uplift through development of guidance, resources, and training. 
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KNOWLEDGE SKILLS AND EXPERIENCE NECESSARY  

Applicants need to demonstrate they meet the following Selection Criteria: 

1. A relevant degree and at least 4 years’ experience in enterprise planning, performance reporting or 

governance functions, or equivalent experience. 

2. Demonstrated experience in planning and performance frameworks, including KPI development, target 

setting and reporting cycles. 

3. High-level analytical, research, and problem-solving skills, including the ability to interpret complex data 

and provide actionable insights. 

4. Excellent written and interpersonal communication skills, including the ability to produce concise, high-

quality reports for executive audiences. 

5. Experience working within legislative, regulatory, or compliance frameworks in a complex organisation 

(higher education experience desirable). 

6. Strong organisational and time management skills, with the ability to manage competing priorities and 

meet deadlines. 

7. Advanced computer literacy, including Microsoft Office Suite and reporting tools. 

8. Experience developing guidance materials or delivering training is desirable. 

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. 


