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Position Title Administrative Officer, Exams and Progression
Classification Level 5

School/Division Student Life

Centre/Section Student Administration

Supervisor Title Senior Exams and Progression Officer

Supervisor Position Number 312613
Position Number 310541

Your work area

The Division of Student Life sits within the UWA Education Portfolio, overseen by the Deputy Vice
Chancellor of Education. Together with the Division of Student Accommodation and
Community, Student Life plays an integral role in the shared strategic goal of providing a world-
class student experience.

The Division has five core functions, Student Administration, Student Offices, International Student
Experience and Global Learning, Student Equity and Success, and Student Wellbeing and
Engagement. The scope of services centre on the student journey, from the provision of student
programs and activities that support and promote access to UWA, to student enrolment, course
planning, fransition, and progression through the lifecycle of study to graduation. The Division is
also responsible for the delivery of services that promote academic success and support
wellbeing and engagement for an enhanced student experience. Student Life works closely
with the Student Guild, aoffiliated residential colleges and the wider UWA Education portfolio.

A key function within Student Life is the Student Administration Team, who deliver core
administrative functions, directly or in partnership with teams across the University at all stages of
the student journey specifically; Fees & Enrolment, Scholarships and Exams, Progression &
Graduation.

Reporting structure

Reports to: Senior Exams and Progression Officer

Your role

As the appointee you will, under general direction, provide support in planning, coordinating,
organising, and administering aspects of the annual examinations and progression cycle. You
will foster productive working relationships with School and other administrative staff and will
maintain a strong customer focus and commitment to service delivery.

Your key responsibilities

Contribute to the development of the examinations and progression cycle.

Coordinate the collection, printing and archiving of all examination papers, and administer ad
hoc external examinations as required.



Coordinate the processing of course progressions.

Licise with University staff, students, external agencies and suppliers, providing advice as
required.

Maintain procedures and conftribute to innovation and process improvement.

Contribute to the daily operations of the examinations and progression team, including Student
Life activities, events and agreed Operational Planning Priorities projects.

Contribute fo fraining team members and Service and Support staff.
Provide support in overseeing transactional operational tasks for casual staff as required.

Maintain a sound knowledge of relevant examinations and progression legislation, policies, and
guidelines, as well as student administration principles and practices as they relate to the student
life cycle.

Contribute to activities that fall within the Examinations, Progression and Graduation portfolio,
including aftending Graduation Ceremonies.

Other duties as directed.

Your specific work capabilities (selection criteria)

Relevant tertiary qualification or demonstrated equivalent competency.
Substantial relevant administrative experience at an appropriate level.
Highly developed written, verbal, and interpersonal communication skills.

Highly developed organisational skills with the demonstrated ability to set priorities and fo meet
deadlines.

Proficiency in a range of computing skills including word processing, spreadsheets, databases,
intfernet and email.

Ability to work independently, show initiative, problem solve and work productively as part of a
team.

Special requirements (selection criteria)

Occasional weekend work.
Some after-hours work may be required.

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.




