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SharePoint & Web Content Administrator

Position detail

Position Title SharePoint & Web Content Administrator
Reports to Digital Technology Platforms Lead
Classification ASA6

Group Technology Enablement

Branch Enterprise Technology Platforms
Location Brisbane, Canberra, Melbourne or Sydney
Effective date Auguest 2026

Organisational environment

Airservices Australia (Airservices) is a government-owned organisation providing safe, secure,
efficient and environmentally responsible services to the aviation industry.

Each year we manage over four million aircraft movements carrying more than 156 million
passengers and provide air navigation services across 11 per cent of the world’s airspace.

Airservices has two major operating centres in Melbourne and Brisbane and a corporate office in
Canberra. We operate 29 air traffic towers at international and regional airports, and provide
aviation rescue firefighting services at 27 Australian airports.

We are committed to continuing to improve our business by providing our customers with services
they value, and embedding new ways of working and technology investments to further innovate
and optimise.

Primary purpose of position

As SharePoint & Web Content Administrator, you will you will bring experience into the organisation
to advise, guide and shape the administration and configuration of enterprise web content
management systems and SharePoint platforms.

The key focus of the role is work with key business stakeholders, team leadership and Digital
Technology Platforms leadership, to support numerous websites and SharePoint sites and platforms
within Airservices.

You will be an integral part of the Digital Technology Platforms team within the wider Chief
Technology Enablement Officer group. You will help lead in the establishment and maintaining of a
high-performing and accountable function; and continue to deliver Airservices’ record of Safety,
Environmental, WHS, Risk and Compliance excellence.

You will be a team player and have a collaborative and engaging approach to the DTP team’s
outcomes.
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This role provides analysis, development, maintenance, and user support by prioritising customer
demands whilst focusing on ensuring task objectives or key performance indicators are met. This
also includes ensuring relevant applications are maintained accurately.

Accountabilities and responsibilities
Position Specific

e Working in conjunction with key business stakeholders, Digital Technology Platforms leadership
and other team member specialists, support numerous websites and SharePoint environments.

e Assist in the preparation of web ready content and publications.
e Provisioning and management of SharePoint sites and Active Directory groups.

e Migration of information between within SharePoint farms and information from external
platforms to SharePoint (Online and on-prem).

e Publishing of operational material to the external website in line with CASA requirements via
WordPress and other web content editors.

e Assist in identifying, planning, and delivering internet-based and SharePoint communication
tools and processes that support key corporate goals.

e Undertaking, or assisting with SharePoint farm administration activities, including functional and
security patching.

e Promote the organisation’s user centric design approach and prioritise user experience and
usability for all web products.

e Assist with organisation and management of usability activities including usability testing.

e Develop, maintain and improve operational procedures, technical documentation, knowledge
articles and user guidance materials.

e Develop and maintain productive working relationships with stakeholders at all levels across the
organisation.

People

e Build and maintain an effective working relationship with other Airservices staff to ensure that
there is effective coordination of all activities in support of both functional and organisational
objectives.

e Encourage a culture of professional behaviour that contributes to the provision of high-quality
client service.

e Ensure effective use of resources and ensure services are provided at optimum levels.
Compliance, Systems and Reporting

e Adhere to compliant request, incident and change management via mandated service
management processes and platforms

e Meet agreed service level targets and performance measures.
e Maintain accurate system documentation, records and configuration information.

e Support compliance with governance, risk management, information management, security and
audit requirements.

Safety
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e Demonstrate safety behaviours consistent with enterprise strategies.

Key performance indicators

Efficient, Effective and Accountable

e Demonstrate a high-level of service in relation to Digital Technology Platforms objectives.

e Demonstrate a high-quality web and SharePoint service that support the organisations
objectives.

e Positive stakeholder and customer satisfaction outcomes.

e Contributing to the overall success of the Technology Enablement departmental performance
requirements.

Safety
e Compliance with safety, risk, environmental and any other standards

Key relationships
e Team Leader of Digital Technology Platforms — direction and line management.
e SharePoint System Specialists and Developers — for assistance and support.

e Business stakeholders — for customer requirements and requests.

Skills, competencies and qualifications

e Appropriate tertiary or industry-specific qualifications or evidence of relevant equivalent
professional experience.

e Experience using and understanding web technologies.
e Ability to develop and promote the use of standards and tools.
e Proficient use of the Adobe Creative Suite Web Premium suite of applications.

e Knowledge of the administration and configuration of Microsoft SharePoint platforms (inc
patching and upgrades where applicable) and WordPress.

e Knowledge and experience in the administration and configuration of enterprise web content
management systems for intranet, internet, and extranet environments.

e Experience gathering, analysing and translating business requirements into practical solutions.

e Ability to work collaboratively and build positive relationships with Digital Technology Platforms
team members, stakeholders, and users/customers.

e Strong written and verbal communication skills.

Performance standards and behaviours

As a member of Airservices Australia, you will consistently demonstrate performance standards and
behaviours that meet our Code of Conduct. This includes:

e Treating everyone with dignity, respect and courtesy
e Acting with honesty and integrity
e Acting ethically and with care and diligence

e Complying with all Airservices’ policies and procedures, and applicable Australian laws
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e Disclosing and taking reasonable steps to avoid any actual, potential or perceived conflict of
interest

e Behaving in a way that upholds our vision, mission and values, and promotes the good
reputation of Airservices.

For Official Use Only:
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