
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
POSITION DESCRIPTION 

Senior IT Executive Support Officer   
June 2026 



Position Summary 
 
 

College / Division Student Services and Operations 

School / Section IT Services 

Location Hobart 

Classification HEO Level 6 

Reports to Team Leader, IT Service Delivery 

Direct reports 0 

Delegation level No Delegation 

 
Position Overview 
The Senior IT Executive Support Officer provides advanced IT service delivery, specialist technical 
support, and digital workplace services across the University, supporting end-user computing, 
collaboration platforms, and technology-enabled learning, teaching and meeting environments. 
The role contributes to the reliable operation and continuous improvement of workplace 
technologies, ensuring a consistent, high-quality user experience across teaching, administrative 
and event-based activities.  

Operating with enhanced technical capability and delegated administrative access, the position 
resolves complex issues across Microsoft 365, collaboration platforms and AV/VC systems, 
including the administration and support of shared mailboxes, calendars, permissions, file access 
and conferencing technologies. The role also provides advanced support for integrated learning 
and meeting spaces and contributes to the effective delivery of events and high-impact activities, 
ensuring systems are reliable, tested and fit for purpose.  

A key aspect of the role is the provision of trusted, relationship-based IT support to senior 
stakeholders, requiring a high degree of discretion, professionalism and responsiveness. The 
position ensures that digital work environments are configured and maintained to support 
efficient ways of working, where accuracy, timeliness and confidentiality are critical to effective 
operations. 

Working across service delivery and specialist domains, the role acts as a bridge between frontline 
support and platform ownership teams, reducing reliance on escalation through strong technical 
capability and end-to-end issue resolution. The position also contributes to capability uplift and 
supports users to effectively adopt emerging technologies, including artificial intelligence tools 
and digital agents, to enhance productivity and ways of working. 
  



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 

Provide advanced IT service delivery and system administration across collaboration platforms, 
workplace technologies and end-user computing environments, ensuring reliable, secure and high-
quality services. The role focuses on enabling effective ways of working through timely resolution of 
complex issues, trusted support to senior stakeholders, and the optimisation of digital workplace 
services. 

Key Outcomes 

• Provide advanced IT support and service delivery across end-user computing, including 
installation, configuration and troubleshooting of hardware, software and standard 
operating environments. 

• Administer and support Microsoft 365 services, including management of shared resources, 
delegated access, collaboration services, and identity and access controls to ensure secure 
and effective digital work environments. 

• Support and maintain collaboration platforms and unified communications technologies, 
including Zoom and AV/VC-enabled meeting spaces, ensuring systems are reliable, 
integrated and optimised for teaching, meetings and events. 

• Troubleshoot and resolve complex technical issues across multiple platforms and 
technologies, taking ownership of incidents and service requests through to resolution. 

• Coordinate and deliver IT support for meetings, events and high-impact activities, ensuring 
technologies are tested, configured and operational to meet user requirements. 

• Provide trusted, responsive support to senior stakeholders, maintaining a high standard of 
discretion, professionalism and relationship management. 

• Develop and maintain documentation, knowledge articles and standard operating 
procedures to support consistent service delivery and capability uplift within the team. 

• Collaborate effectively with internal teams, vendors and stakeholders to support integrated 
service delivery and ensure alignment with university standards and practices. 

• Support the adoption and effective use of emerging technologies, including artificial 
intelligence tools and digital agents, through user guidance, enablement and training. 
 

  



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 

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

• Communicative: Enjoys articulating information and giving presentations. Shapes opinion 
through influencing skills while challenging established views and assumptions. 

• Resilience: Able to stay calm under pressure and tolerate stress. Adept at calming others and 
resolving conflict in stressful situations. 

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

Core Capabilities 

• 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. 

• 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. 

• Student Focus: Able to bring the student experience lens to all work activities, contributing 
to outcomes that evoke student curiosity, interest and passion for disciplinary knowledge 
and skills. 

• 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. 

Role Specific Skills, Knowledge and Experience 

• Demonstrated experience in providing advanced IT support in a large, complex environment, 
including end-user computing, workplace technologies and service delivery.  

• Proven experience administering and supporting Microsoft 365 services, including Exchange, 
SharePoint, OneDrive and identity and access management, with an understanding of 
delegated access and collaboration services.  

• Demonstrated experience supporting collaboration platforms and unified communications 
technologies, including Zoom and AV/VC systems, with the ability to troubleshoot integrated 
meeting and conferencing environments.  



• Experience leading and coordinating technology-enabled learning and meeting 
environments, including the configuration, testing and delivery of AV/VC support for events 
and high‑impact activities. 

• Strong analytical and problem-solving skills, with the ability to diagnose and resolve complex 
issues across multiple technologies and systems within enterprise ICT environments.  

• Demonstrated ability to build effective relationships with stakeholders, including senior staff, 
and deliver services with a high level of professionalism, discretion and responsiveness.  

• Experience working within a service-oriented IT environment, including knowledge of 
incident, problem and change management, and the ability to contribute to continuous 
improvement and knowledge sharing.  

Qualifications and Licences 

• A relevant tertiary qualification in Information Technology or a related field, or an equivalent 
combination of education, training and demonstrated experience in an enterprise ICT 
environment. 

• Relevant industry certifications (e.g. Microsoft 365 Certified: Administrator Expert, or 
equivalent) are desirable. 

• Current Driver’s Licence. 

 

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. 

 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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 position 
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