
  

 POSITION  
 DESCRIPTION 

 
 
Position Title  Technical Assistant    

Classification   Level 4 

School/Division College Services 

Centre/Section Office of Technical Services  

Supervisor Title  Manager, Safety and Operations  

Supervisor Position Number   320837 

Position Number 822442 

 

Your work area 
College Services provides academic administration and technical support services to the 
University’s schools, including Heads of School, academic staff and research students. The 
team is committed to providing effective and efficient services in support of the Schools’ and 
University’s strategic objectives, with a focus on continuous improvement and best practice.  
Technical Services provides discipline specific, applied knowledge and skill sets to support 
UWA’s teaching and research goals in unison with our academic staff. This team of 
practitioners is focused on high performance outcomes, compliance and contributing to a 
pragmatic safety culture via the implementation of safe systems of work. The team operates 
across a broad portfolio including teaching, fieldwork support, laboratory management, 
instrument/equipment stewardship, research training/design/optimisation and analysis, 
program coordination, and workshop design, manufacture and repair. 

The Safety and Operations team provides practical and applied specialist safety services to 
support the University’s research and teaching facilities and activities. This operational team will 
span all university buildings, facilities and units. 

 
Reporting structure  

Reports to: Manager, Safety and Operations  
Dotted line reports to: Technical Officer, Dangerous Goods 

 
Your role  
As the appointee you will, under general direction, provide technical and operational support 
for the safe day to day operations of the Dangerous Goods and Hazardous Substances Store. 

 
Your key responsibilities  

• Assist with store procedures for preparing dangerous goods, hazardous substances, 
consumables and related materials for distribution, collection or delivery. 

• Maintain store procedures for receiving and issuing goods in accordance with relevant 
requirements. 

• Support senior staff with the maintenance and upkeep of store and related work areas, 
including routine housekeeping, stock rotation and replenishment of store supplies. 

• Assist with the movement, handling and storage of materials within the store, including the 
use of forklifts where licensed and authorised. 



 
• Assist senior staff with chemical waste protocols, including the preparation, segregation 

and movement of chemical waste and other store waste under direction. 
• Provide practical customer service to staff, students, couriers, suppliers and other 

stakeholders using the store. 
• Use University digital and online systems to support routine store activities as directed. 
• Work within and promote established safe systems of work a UWA 
• Work within the prescribed guidelines of regulators, licensing agents and governing bodies  
• Other duties as directed  

 
Your specific work capabilities (selection criteria)  

• Certificate III or demonstrated equivalent competency. 
• Relevant considerable experience at an appropriate level in a store, warehouse, 

laboratory, technical, logistics, chemical handling or operational support environment. 
• Well-developed written and verbal communication skills. 
• Well-developed organisational skills and demonstrated ability to prioritise and meet 

deadlines. 
• Proficiency in a range of digital and online systems relevant to routine administrative and 

operational activities. 
• Ability to work independently, show initiative and work productively as part of a team. 
• Ability to follow relevant policies, guidelines, procedures and safe systems of work. 
• Demonstrated knowledge and awareness of safe handling requirements for dangerous 

goods, hazardous substances, chemical waste or related materials, or the ability to quickly 
develop this knowledge. 

 
Special requirements (selection criteria) 
Able to fit the physical requirements of the position. 
Some after-hours work may be required. 
Current “C” Class driver’s licence, or ability to obtain one if required by the position. 
Current, or ability to obtain, forklift licence if required by the position. 
Ability to wear required PPE as determined by risk assessment and University procedures. 

 
Compliance 

Ensure you are aware of and comply with legislation and University policies.  
To learn more about the Code of Conduct, see Code of Conduct. 
To learn more about Diversity, Equity and Inclusion, see Diversity, Equity and Inclusion. 
To learn more about Safety, Health and Wellbeing, see Safety, Health and Wellbeing. 

https://aus01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.uwa.edu.au%2Fpolicy%3F%23184F3554-D498-4400-9A86-4282EED06B32&data=05%7C02%7Cadrian.wilks%40uwa.edu.au%7C6d7df9c8d1cd4359fc6a08dc6012779e%7C05894af0cb2846d8871674cdb46e2226%7C0%7C0%7C638490879636655952%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=B8ENMf%2BIGU%2FGqw9b8CJvLQbVCrygOwCXYWgFw%2Byu%2BNY%3D&reserved=0
https://aus01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.uwa.edu.au%2Fabout-us%2Fvalues-vision-strategy%2Fdiversity-equity-and-inclusion&data=05%7C02%7Cadrian.wilks%40uwa.edu.au%7C6d7df9c8d1cd4359fc6a08dc6012779e%7C05894af0cb2846d8871674cdb46e2226%7C0%7C0%7C638490879636668252%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=aWUc9IcUvZzuRM59oMe%2B7J4MO5IxrSoN%2FJftKqUviSg%3D&reserved=0
https://aus01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.safety.uwa.edu.au%2F&data=05%7C02%7Cadrian.wilks%40uwa.edu.au%7C6d7df9c8d1cd4359fc6a08dc6012779e%7C05894af0cb2846d8871674cdb46e2226%7C0%7C0%7C638490879636675875%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=tPcy11K0AyEPfabWEhdAd0UBd9kq9YoAa8rSms7cS3U%3D&reserved=0

