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Position Summary

College / Division Health

School / Section Health Office

Location Hobart

Classification HEO Level 5

Reports to Executive Advisor, Health
Direct reports Nil

Delegation level Financial Profile 1

Position Overview

The Executive Assistant provides comprehensive executive support to the Deputy Vice-
Chancellor, Health (DVCH) and other senior leaders within the Health Office. As the University's
largest academic portfolio, Health encompasses significant scale and complexity, requiring the
Executive Assistant to exercise sound judgement, discretion, and the ability to manage
competing priorities.

Operating in a dynamic and high-pressure environment, the Executive Assistant manages a
complex workload with a high degree of autonomy while ensuring the DVCH’s commitments
remain well coordinated. The role demands a high level of organisation, initiative, and the flexibility
to adapt rapidly to emerging priorities and circumstances.

Under the broad direction of the Executive Advisor, the position delivers a range of administrative
and operational support services across the Health Office. This includes coordination of
communications, governance and planning activities, as well as support across human resources,
finance, facilities, and external engagement. The position requires strong interpersonal and
communication skills, working regularly with academic and professional staff across UTAS Health,
and engaging effectively with all staff and students, members of the public and key health
stakeholders.

The position supports organisational outcomes by demonstrating a sound understanding of
University policies and procedures, combined with the ability to effectively navigate and utilise
University systems to interpret, implement, and apply these policies in practice.

About the University of Tasmania

The University of Tasmania is a mission-driven institution dedicated to making a difference for
Lutruwita/Tasmania and a distinctive contribution fromm Tasmania to the world. As the sole
university on the island, the University is deeply embedded in the social, economic, and
environmental fabric of Tasmania, working in close partnership with communities, industry, and
government to address key challenges in education, health, productivity, and climate action. The
University takes pride in its place-based identity, leveraging Tasmania’s unique geography, culture,
and resources to offer world-leading research and education.



With a networked presence across Tasmania and beyond, the University of Tasmania is
transitioning towards a more accessible, regionally connected, and innovative educational model.
As it looks toward 2050, the University remains committed to fostering excellence, collaboration,
and transformative education, preparing graduates to navigate the challenges of a rapidly
changing world while remaining grounded in its place and purpose in Tasmania.

Accountabilities and outcomes

Purpose

To deliver high-quality executive coordination and administrative support to the DVCH, enabling
effective decision-making, governance, and operational outcomes across the Health portfolio.

Key Outcomes

e Manage the DVCH'’s office interface, ensuring prioritised, timely, and professional handling of
all internal and external enquiries, and managing complex scheduling including diary co-
ordination and travel arrangements.

e Ensure the DVCH is fully prepared for engagements through proactive briefing coordination
and forward planning.

e Manage and quality assure communications, correspondence, and briefing materials to
ensure accuracy, timeliness, and alignment with institutional standards.

e Coordinate and continually improve administrative processes and systems within the Health
Office including academic promotions, probations, and honorary titles.

e Plan and coordinate engagements and events, delivering effective logistics, and strong
stakeholder coordination.

e Effectively use the Microsoft Office suite, internet browsers and University-wide systems to
prepare correspondence, reports and communications to ensure administrative procedures
and services are effective and efficient and support the portfolio's strategy and objectives.

e Provide administrative and coordination support for the development and maintenance of
policies and procedures, delegations register, people plan, risk management register,
personnel records, business continuity plan and institutional reporting requirements.

e Display a high level of initiative and engage proactively with Health staff to facilitate
coordinated support. Participate in regular coordination meetings, contribute to annual
planning cycles, escalate complex matters appropriately, and support integrated stakeholder
management activities.

e Undertake other duties as required under the broad direction of the DVCH or Executive
Advisor.

Behavioural Expectations

We aim for everyone to have a positive experience at our university, and all staff contribute toward
creating a university culture that is safe and supportive, enabling our community to flourish by:

e Treating all others — staff, students and community with fairness, equity and respect.
e Ensuring the workplace is an inspiring and safe place to be.

e Ensuring the workplace is free from harassment, bullying, victimisation and discrimination.



Success profile

Personal Attributes

e Structured: Works methodically to organise and plan tasks, upholds standards and works
quickly, able to multi task to produce outcomes.

e Detail Oriented: Produces high quality work through attention to detail, checking for errors
and following procedures to finish tasks within specified timescales.

e Flexible: Has an optimistic approach and readily recovers from setbacks. Embraces change
and invites feedback to adapt and improve in the face of new challenges.

e Driven: Takes action and uses initiative to seize opportunites and pursue outstanding
results, even when presented with difficulties or setbacks.

Core Capabilities

e Self Awareness and Interpersonal Skills: Recognises and regulates emotions and behaviour
in the work context and effectively builds relationships with others to create a collaborative
and empowering environment that enables people to achieve and thrive.

e Fostering Belonging: Fosters a sense of belonging and wellbeing, enables others to feel
good and function to their fullest ability and role models respectful, inclusive and
professional behaviours.

e Growth Mindset: Adopts a growth mindset and consistently seeks feedback, makes others
comfortable with taking risks and experimenting to improve over time.

e Continuous Improvement: Continuously finds ways to improve and simplify processes,
systems and practices to deliver improved outcomes for our students, staff and community
by utilising practices such as Lean, Agile and Design Thinking.

Role Specific Skills, Knowledge and Experience

Extensive experience providing high-level executive support in a complex organisation, with
demonstrated ability to manage competing priorities, exercise sound judgement, maintain
confidentiality, and resolve administrative issues within established frameworks.

Highly developed communication skills (written, oral and interpersonal) with the ability to
engage professionally and effectively with colleagues, students, members of the public,
professional bodies, and a diverse range of stakeholders.

Demonstrated ability to build and maintain effective working relationships with senior leaders,
academic staff, and external stakeholders to facilitate efficient operations and communication
flow.

Proven organisational skills and attention to detail, including the ability to prioritise tasks,
manage competing demands and meet deadlines

Advanced proficiency in Microsoft 365 applications (Outlook, Teams, Excel, PowerPoint) and
demonstrated ability to learn and effectively utilise enterprise systems (HR, finance, records
management)

Demonstrated experience and effectiveness in implementing policies and procedures and
identifying and implementing process improvements.



e Capacity and willingness to have a flexible approach to work and tasks and ability work
independently, with initiative and work effectively as part of a team.

Qualifications and Licences

e Arelevant diploma-level qualification in business administration or equivalent experience.

Other Requirements

To be eligible for this position, you are required to hold Australian or New Zealand Citizenship,
permanent residence or a valid visa that enables you to fulfil the requirements of this role.

As part of our commitment to a safe and inclusive workplace, employment history and criminal
background checks may be conducted as part of the selection process.

Regular intrastate travel to our Tasmanian campuses



Learn more

Visit our website to read more, watch
videos, and discover your future with the
University of Tasmania.
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utas.edu.au

CRICOS Provider Code 00586B/OOMO0610043

The intention of this Position Description is to highlight the most important aspects, rather than to limit the scope or
accountabilities of this role. Duties may be altered in accordance with the changing requirements of the position
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