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POSITION DESCRIPTION 
 

Position: International Support Officer 

Work Area: International  

Classification: Level 5 

Supervisor: Director, International 

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 UNISC INTERNATIONAL 

UniSC International is responsible for the development and implementation of the University’s strategic priorities 
to increase the cultural diversity of the student population and the global connectedness of graduates. International 
promotes UniSC’s unique product offerings and student experience, while increasing the University’s global 
presence through its international graduates, transnational education opportunities and learning abroad programs.  

The Directorate is responsible for a range of functions including international marketing, student recruitment, 
admissions, compliance, partnerships and learning abroad.  

PRIMARY OBJECTIVES OF THE POSITION 

The International Support Officer: 

1. Provides high-quality executive, governance and operational support to the Director, International to 

enable the effective delivery of the University's international strategy. 

2. Coordinates key administrative, project and stakeholder engagement activities, including frontline 

enquiry management, governance processes, reporting, meeting support, events and operational 

initiatives. 

3. Contributes to the efficient operation, continuous improvement and professional service delivery of 

UniSC International through effective systems, processes, communication and collaboration. 

 

 

https://www.usc.edu.au/about/strategy-quality-and-planning/strategic-plan-2025-2028/vision-purpose-and-values
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NATURE AND SCOPE OF POSITION 

Under the general direction of the Director, International, the International Support Officer provides high-quality 
executive, governance and operational support to the Director, International. The position is responsible for 
coordinating a broad range of administrative, stakeholder engagement, governance, project and operational 
activities that support the effective functioning of UniSC International.  

The role exercises sound judgement, initiative and discretion, managing competing priorities, coordinating 
workflows and maintaining effective relationships with internal and external stakeholders. The position also 
contributes to continuous improvement initiatives, information management, reporting, committee support and 
the delivery of key projects and events across the International portfolio. 

To be effective in the role, the incumbent is required to develop a strong understanding of the University's 
structure, policies, governance requirements and strategic priorities, applying this knowledge to support the 
operational and strategic objectives of UniSC International. 

KEY ACCOUNTABILTIES OF THE POSITION 

1. Executive and Leadership Support 

• Provide high-level executive and administrative support to the Director, International. 

• Proactively manage calendars, meetings, travel arrangements, correspondence, briefing materials 

and competing priorities. 

• Triage and coordinate incoming requests, ensuring matters are progressed appropriately and 

within required timeframes. 

• Exercise judgement, initiative and discretion when handling confidential, sensitive and complex 

matters. 

2. Governance, Committee and Compliance Support 

• Coordinate governance and committee processes including meeting scheduling, agenda 

preparation, minute taking, action tracking and follow-up activities. 

• Provide administrative coordination and support for compliance, audit, risk management, 

planning and reporting activities. 

• Maintain accurate records and documentation in accordance with University policy, corporate 

recordkeeping requirements and legislative obligations. 

• Provide administrative support and guidance regarding established University procedures, 

governance processes and operational requirements. 

3. Stakeholder Engagement and Relationship Management 

• Serve as a key point of contact for internal and external stakeholders on behalf of the Director, 

International. 

• Coordinate communications and engagement activities involving government representatives, 

international partners, education agents, visiting delegations and senior University stakeholders. 

• Develop and maintain effective working relationships with stakeholders from diverse cultural and 

professional backgrounds. 

• Ensure a high standard of customer service and stakeholder experience in all interactions. 
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4. Operational Coordination and Office Administration 

• Coordinate the day-to-day operations of UniSC International, including office administration, 

resource coordination, facilities requests and operational support activities. 

• Coordinate visits, workshops, events, leadership meetings and stakeholder engagements. 

• Support onboarding, induction, workforce-related administration and business continuity 

activities. 

• Maintain operational systems, workflows and documentation to ensure efficient service delivery 

and record keeping. 

5. Project Coordination and Continuous Improvement 

• Provide administrative and coordination support for strategic and operational projects across the 

International portfolio. 

• Monitor project actions, deadlines and deliverables, ensuring progress is tracked and reported. 

• Identify opportunities to enhance processes, systems and administrative practices through 

continuous improvement initiatives. 

• Develop and maintain procedures, templates, checklists, onboarding materials and knowledge 

resources.  

6. Financial and Administrative Services 

• Coordinate financial administration activities including purchasing, invoice processing, 

reconciliation of corporate cards, budget tracking support and procurement processes. 

• Maintain accurate financial and administrative records. 

• Support contract administration, agreement management and related documentation. 

7. Digital Systems and Information Management 

• Maintain SharePoint sites, document repositories and administrative systems supporting UniSC 

International operations. 

• Support effective utilisation of business tools and systems such as Microsoft 365, Asana and 

related digital collaboration tools. 

• Coordinate document management, reporting resources and operational information systems. 

• Identify and support opportunities to improve digital systems and administrative processes that 

enhance service delivery. 

8. Contribute to a culture of teamwork, continuous improvement and excellence in service delivery. 

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. 
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KNOWLEDGE SKILLS AND EXPERIENCE NECESSARY  

Applicants need to demonstrate they meet the following Selection Criteria: 

1. Completion of a degree, diploma or equivalent qualification with subsequent relevant experience; or an 

equivalent combination of relevant experience, education and training. 

2. Demonstrated experience providing high-quality executive, administrative or operational support within a 

complex organisation, including the ability to manage competing priorities and exercise sound judgement 

and discretion. 

3. Highly developed organisational and time management skills, including the ability to coordinate multiple 

activities simultaneously, manage competing deadlines and deliver outcomes with accuracy and attention 

to detail. 

4. Demonstrated ability to coordinate governance and administrative processes, including committee 

support, preparation of agendas and meeting documentation, action tracking and records management. 

5. Excellent written and verbal communication skills, including the ability to prepare professional 

correspondence, reports, presentations and stakeholder communications for a range of audiences. 

6. Proven ability to develop productive working relationships and provide high-quality support to a diverse 

range of internal and external stakeholders, including senior leaders and external partners. 

7. Well-developed digital literacy skills, including experience using Microsoft 365 applications, SharePoint 

and collaborative technologies, together with the ability to quickly learn new systems and processes. 

8. Demonstrated experience in financial and operational administration, together with the ability to identify 

opportunities for process improvement and contribute to efficient service delivery. 

Desirable 

1. Experience using project management and workflow tools such as Asana. 

Additional Requirements 

It is a condition of employment for this position that: 

• There may be the requirement to provide periodic evidence of immunisation against communicable 
diseases.  

• There may be a requirement to occasionally work non-standard hours.  

• There may be restrictions on recreational leave during peak periods.  

• Hold a valid Driver’s licence.  

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 to meet the changing operational needs of the University.   

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


