
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

POSITION DESCRIPTION  

People & Wellbeing Officer 
July 2026 

 
 
 
  



 

Position Summary 
 

Area / Division People and Wellbeing  

Location Hobart | Launceston | Burnie  

Classification HEO Level 5 

Reports to Manager People Connect 

Direct reports Nil 

Delegation level No Delegation 

 
Position Overview 

The People and Wellbeing Officer position is part of the University’s People Connect team, which 
provides responsive, high-quality employment advice and support to employees, people leaders , 
and Business Partners. The People & Wellbeing Officers plays an important role in delivering a 
consistent and positive service experience by providing practical advice, resolving enquiries, and 
supporting key employee lifecycle processes. Working closely with Business Partner teams and 
specialist functions, the role also contributes to strengthening the University’s people 
management capability. As the service continues to mature, the Officer will actively support the 
adoption of improved processes, digital tools and self-service resources, helping to simplify 
processes and enhance the experience of staff and managers. 

 

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 from 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 
 
The People & Wellbeing Advisor provides high-quality human resources advisory and operational 
support to employees, people leaders, and People & Wellbeing Business Partners.  The role 
contributes to an efficient and responsive People & Wellbeing service by resolving enquiries, 
supporting key employee lifecycle processes, and identifying opportunities to improve service 
delivery through effective use of systems and digital tools. 
 
Accountabilities and Outcomes 
 

• Deliver responsive, high-quality generalist HR advice and triage, resolving enquiries and 
escalating complex matters appropriately. 

• Provide a seamless service experience by coordinating advice, operation support, and 
referrals to minimise hand-offs and delays. 

• Deliver accurate, timely processing and operational support across the employee lifecycle, 
ensuring compliance with policies and agreements. 

• Apply strong portfolio knowledge to provide contextualised advice and support aligned to 
stakeholder needs and workforce risks. 

• Partner flexibly with Business Partners to provide operational and advisory support  
• Support the effective delivery of cyclical People & Wellbeing programs and initiatives  
• Enable effective use of HR systems and self-service by guiding stakeholders and developing 

and maintaining clear, accessible knowledge resources and tools. 
• Identify and contribute to continuous improvement opportunities that enhance efficiency, 

consistency and service quality. 
• Support People & Wellbeing projects and team priorities, contributing to the ongoing 

evolution of the service model. 

 
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: 

• Treating all others – staff, students and community with fairness, equity and respect. 
• Ensuring the workplace is an inspiring and safe place to be. 
• Ensuring the workplace is free from harassment, bullying, victimisation and discrimination. 

 

Success profile 
Personal Attributes 

• Evaluative: Excels at examining information and asking probing questions, documenting 
facts and interpreting data in an objective manner. 

• Investigative: Readily takes up opportunities to learn and acquire new skills and is able to 
identify issues and make intuitive judgements. 

• Rapport Building: Enjoys interacting with other people and effectively establishes report by 
putting others at ease. Effectively promotes achievement and recognition. 

• Structured: Works methodically to organise and plan tasks, upholds standards and works 
quickly, able to multitask to produce outcomes. 

 
Core Capabilities 



 

• Well Managed Delivery and Performance: Effectively deploys management systems 
including planning, operational controls, ongoing performance management and reviews, 
progress and impact measurement and retrospective operational and outcome reviews. 

• 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. 

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

• Holistic Decision Making: Able to form sound judgements based on all available 
information, considering the potential impacts of decisions from a broad range of 
perspectives before taking definitive action. 
 

 
Role Specific Skills, Knowledge and Experience 

• Demonstrated experience providing generalist HR advice and/or operational support 
within a policy, procedural or regulatory framework. 

• Proven ability to interpret policies, procedures and employment conditions and translate 
them into clear, practical and solutions-focused advice. 

• Experience working in a service-oriented environment, including managing enquiries, 
triaging requests and delivering outcomes through structured workflows or case 
management systems. 

• Strong interpersonal and communication skills, with the ability to build effective working 
relationships and respond to a diverse range of stakeholders. 

• Demonstrated ability to deliver accurate and timely operational outcomes in a high-
volume, process-driven environment. 

• Proficiency in using enterprise systems and workflow tools to manage processes, maintain 
data integrity and support efficient service delivery. 

• Ability to apply judgement to escalate issues appropriately and work collaboratively with 
Business Partners and specialist teams. 

• Demonstrated ability to identify and contribute to process improvements, standardisation 
and enhanced service delivery. 

• Demonstrated digital capability and curiosity, including use of systems, self-service tools 
and emerging technologies to improve efficiency and user experience. 

 
Qualifications and Licences 

• Tertiary qualification in Human Resources, Industrial Relations, Business, or a related 
discipline, or equivalent professional 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 police 
background checks may be conducted as part of the selection process. 

 
 
 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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

 

 
utas.edu.au 

 
CRICOS Provider Code 00586B/OOM0610043 

 
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 positio 
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