POSITION DESCRIPTION

Australian Broadcasting Corporation

Label Description

Position Title: PRODUCT SERVICES ANALYST

Position no: 50011203

Team: [Product & Technology]

Department: Enterprise Technology & Platforms

Location: Ultimo

Reports to: END USER PRODUCT SERVICES TEAM LEADER
30005580

Classification: Administrative/Professional

Schedule: [Schedule A]

Roster cycle [Non-Rostered]

Band/level: [Band 4]

HR Endorsement: 22/09/2026

Purpose

Support Product Services to deliver IT hardware, software, and mobility solutions across the ABC,
with a strong focus on device lifecycle management, asset data integrity, operational reporting, and
service fulfilment processes. Contribute to the effective governance of the ABC's IT asset fleet
through the coordination of device refresh activities, maintenance of accurate asset information, and
analysis of service performance data to support informed decision-making and continual service
improvement.

Key Accountabilities

e Coordinate device refresh and replacement activities, ensuring timely lifecycle management of
end-user devices and proactive engagement with stakeholders regarding refresh schedules.

e Maintain the accuracy, integrity and completeness of IT asset information throughout its
lifecycle.

e Produce and analyse operational reports relating to asset lifecycle performance, device refresh
compliance, software fulfilment, mobility services, and service delivery outcomes.

e Liaise and communicate effectively with clients, vendors, management and staff.

e Independently manage competing priorities and workloads while ensuring adherence to service
levels, timelines, and quality standards.
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Support and administer mobility and software fulfilment processes, ensuring requests are
processed accurately, efficiently, and in accordance with established service procedures.

Monitor task completion and deliverable timelines, ensuring that all relevant documentation is
maintained to support asset management, financial reconciliation, and billing processes.

Maintain accurate records and documentation associated with hardware, software, mobility
services, asset movements, and lifecycle activities.

Actively promote the ABC values and apply all relevant workplace policies and guidelines.

Cooperate with any reasonable instruction, procedure or policy relating to safety and take
reasonable care for your own safety and that of other people who may be affected by your
conduct while at work. Additional WHS responsibilities apply to Managers and Supervisors, Team
Directors, and other Officers.

Capabilities/Qualifications/Experience

Experience coordinating device refresh, replacement and asset lifecycle management activities.

Proven experience administering and utilising ServiceNow (or a similar platform) to support
service delivery and asset lifecycle management

Strong attention to detail with proven ability to maintain high levels of asset and service data
accuracy across service management and asset management platforms.

Experience producing and interpreting operational reports and service performance data, with
the ability to identify trends, data quality issues and opportunities for improvement.

Ability to develop and maintain knowledge articles, process documentation and user guides.

Knowledge of end-user computing hardware including laptops, monitors, peripherals and mobile
devices.

Well-developed verbal and written communication skills, with the ability to engage effectively
with technical and non-technical stakeholders, understand business requirements and provide
guidance on IT products and services.

Understanding of mobility service administration and software fulfilment processes, including
request management, licensing considerations, and product delivery workflows.

Highly organised with the ability to work independently, manage competing priorities, and
consistently deliver outcomes within agreed timeframes and service standards.

ABC Values: Demonstrated personal commitment to fostering an inclusive and respectful
environment, grounded in integrity and aligned with the ABC Values of aiming high, thinking
differently, taking ownership, and delivering together.

ABC Policies: Understanding of the relevance and scope of ABC Policies and the ABC Values and
a commitment to adhere to these; particularly in relation to complying with health, safety and
wellbeing requirements in the workplace and acting in accordance with the ABC Values.

Diversity and Inclusion: Ability to communicate effectively and build relationships with people
from a range of diverse backgrounds.
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