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POSITION DESCRIPTION

Position: Work Integrated Learning (WIL) Contracts Support Officer
Work Area: Academic Support Unit — WIL Team
Classification: Level 5
Supervisor: WIL Contracts and Budgets Officer
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 WORK AREA

The UniSC Work Integrated Learning (WIL) Team is part of the Academic Support Unit (ASU) and provide specialist
support for the placement of students across the schools undergraduate, postgraduate, and higher degree by
research programs. Working within UniSC Work Integrated Learning (WIL) Policy and Procedure the centralised
WIL team provide high level advice and support to students, staff, and partner organisations to foster compliance
with relevant policies and government legislation and regulations. The WIL Team through the management of
technology, people, and process, to expand and enhance work-integrated learning opportunities in line with the
imperatives of the University strategic plan.

PRIMARY OBJECTIVES OF THE POSITION

1. Work Integrated Learning (WIL) contract administration and compliance support
2. Relationship management with host partners
3. Quality and continuous improvement

NATURE AND SCOPE OF POSITION

The WIL Contracts Support Officer operates under the general direction of the WIL Budgets and Contracts Officer
and is responsible for supporting the administration of contractual agreements and placement fee processes
associated with Work Integrated Learning (WIL) placements.

The role contributes to the effective delivery of WIL activities by ensuring contracts, records, invoices, and
associated documentation are processed accurately and in accordance with University policies and procedures.
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The position provides administrative support to academic staff, students, host organisations, and WIL team
members across a range of disciplines.

The position requires sound organisational and problem-solving skills, attention to detail, and the ability to apply
established policies and procedures to routine and moderately complex matters. The role works collaboratively
within the WIL team and contributes to process improvements and consistent service delivery.

KEY ACCOUNTABILTIES OF THE POSITION

1. Provide timely and accurate administrative support relating to WIL contracts, agreements, and compliance
processes, including:

e Preparing, reviewing, and processing placement agreements and related documentation;

e Ensuring documentation complies with relevant University policies, procedures, and legislative
requirements;

e Maintaining accurate records of agreements, renewals, and associated documentation;
e Monitoring contract status and following up outstanding documentation where required;
e Assisting with risk assessment and compliance checking processes;
e Providing professional and responsive support to internal and external stakeholders.
2. Contribute to the ongoing review and improvement of WIL administrative processes by:

e Identifying opportunities to improve efficiency and consistency in contract and placement
administration;

e Assisting with the implementation of updated procedures and practices;
e Supporting quality assurance activities and compliance reporting requirements.
3. Provide day-to-day administrative coordination within the WIL team, including:
o workflow management and prioritisation of tasks;
e Providing guidance and support to team members on routine administrative processes;
e Escalating complex matters to the WIL Budgets and Contracts Officer as appropriate.
4. Effective use and administration of the University’s placement management systems by:
e Maintaining accurate student placement and agreement records;
e Accurate system data entry, monitoring, and reporting activities;
e Supporting users with routine system enquiries and processes.
5. aAdministration and monitoring of placement-related financial processes, including:
e Coordinating receipt and processing of placement fee invoices and payments;
e Maintaining accurate financial records and documentation;

e Reporting activities related to placement forecasting and budgeting.
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6. Develop and maintain positive working relationships with internal and external stakeholders through
professional communication, collaboration, and customer-focused service delivery.

7. Contributing to the continuous improvement of policies and procedures, and the documentation of WIL
processes.

8. 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. Completion of a degree, or an equivalent experience and/or education/training in the industry.

2. Experience in administrative support within a higher education or comparable environment, preferably
involving Work Integrated Learning, placements, contracts, or compliance processes.

3. Demonstrated organisational and time management skills, including the ability to manage competing
priorities and meet deadlines with attention to detail.

4. Well-developed interpersonal and communication skills, including the ability to provide professional support
to a range of stakeholders

5. Ability to interpret and apply policies, procedures, and administrative guidelines consistently and accurately.

6. Demonstrated ability to contribute to process improvement initiatives and work effectively within established
procedures.

7. Sound computer literacy skills, including experience using Microsoft Office applications and administrative
management systems

8. Demonstrated ability to work independently, exercise initiative and sound judgment to solve problems and
make decisions and escalate when appropriate.

9. Ability to work collaboratively as part of a team and contribute positively to team outcomes and service
delivery.

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.
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