
  

 POSITION 

 DESCRIPTION 
 

 

Position Title Senior Project Coordinator (IT) 

Classification Level 7 

School/Division University IT 

Centre/Section Delivery Enablement 

Supervisor Title Senior Manager, Delivery 

Supervisor Position Number 821176 

Position Number 822345, 822346, 822347 

 

Your work area 

UWA Technology serves as a strategic enabler of teaching, learning, research, and 

administrative excellence. It provides the technology infrastructure, digital tools, and services 

necessary to foster innovation, collaboration, and efficiency across the institution. By ensuring 

the reliability, security, and accessibility of education technology, research systems, and 

professional services platforms, IT enhances the overall experience for students, faculty, 

researchers, and staff. The function also drives digital transformation, supports data-driven 

decision-making, and ensures compliance with regulatory and cybersecurity standards. 

Ultimately, IT plays a critical role in advancing the university's mission by leveraging technology 

to create a connected, efficient, and future-ready academic environment. 

 

Reporting structure  

Reports to: Senior Manager, Delivery (functional reporting line) 

Dotted line reports: Program and Project Managers 

 

Your role 

The Senior Project Coordinator, under broad direction, supports IT Program and Project 

Managers in the planning, governance, and delivery of technology initiatives. The role ensures 

projects are well-coordinated, on track, and aligned with organisational delivery frameworks, 

providing critical support across reporting, financials, scheduling, risk management, and 

stakeholder coordination. 

This role operates across multiple projects and plays a key role in enabling consistent, high-

quality project delivery practices. You will act as a central coordination point across projects 

ensuring reliable reporting to inform decision-making at the portfolio and leadership level. 

 

Your key responsibilities 

• Support Program and Project Managers in the end-to-end delivery of IT initiatives, including 

coordinating project activities, workshops, and delivery milestones. 

• Maintain integrated project plans, schedules, and dependencies across multiple projects, 

and track progress against scope, schedule, cost, and quality baselines. 

• Prepare project governance artefacts (status reports, RAID logs, dashboards), including 

status reports, RAID logs, dashboards, and portfolio/program-level reporting for 

stakeholders. 

• Coordinate governance forums, including steering committees and working groups, and 

prepare briefing materials, presentations, and supporting documentation. 

• Produce regular portfolio and program-level reporting for stakeholders. 

• Promote consistent use of portfolio/project management systems (e.g. PPM tools). 



 

 

• Coordinate the recruitment and renewal of project staff contracts, ensuring smooth 

onboarding and offboarding.  

• Assist with procurement, vendor coordination, and contract tracking where required. 

• Coordinate communications across project teams, vendors, and business stakeholders. 

• Prepare briefing materials, presentations, and documentation. 

• Undertake other activities and tasks as required within the scope of this position.  

 

Your specific work capabilities (selection criteria)  

• Completion of a degree with at least four years of subsequent relevant work experience. 

• Substantial experience in supporting projects, financial administration and reporting. 

• Highly developed analytical skills with a proven record of preparing, analyzing and 

reporting on budgets. 

• Demonstrated ability to work independently and within a team environment to achieve 

planned outcomes. 

• Highly developed interpersonal, oral, and written communication skills with the ability to 

consult, negotiate and liaise collaboratively and cooperatively with diverse groups of 

people. 

• Highly developed organisational skills with the demonstrated ability to set priorities and to 

meet deadlines. 

• Proficiency in a range of computing skills including word processing, spreadsheets, 

databases, internet, and project management reporting tools. 

 

Special requirements (selection criteria) 

Current National Police Clearance Certificate. 

 

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

