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Position Summary 
 

College / Division Sciences and Engineering 

School / Section Institute for Marine and Antarctic Studies – 
Fisheries and Aquaculture Centre 

Location Hobart 

Classification HEO Level 6 

Reports to Professor Jeff Ross 

Direct reports Casuals 

Delegation level General Profile 1 

 
Position Overview 
The position will support several major environmental research programs and projects being 
undertaken by IMAS in Macquarie Harbour in support of the broader Maugean Skate Recovery 
Program. 

Working closely with project leaders and research teams, the role will provide project 
administration and coordination support, including stakeholder engagement, workshop and 
meeting coordination, reporting, procurement, contract administration, financial tracking and 
general project support to assist delivery of project objectives and contractual requirements. 

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 

To provide project administration and coordination support to major environmental research 
programs and projects in Macquarie Harbour, assisting project leaders and research teams to 



 

effectively manage project activities, stakeholder engagement, reporting and contractual 
requirements. 

Key Outcomes 

• Coordinate and support the delivery of major environmental research programs and 
projects in Macquarie Harbour, including monitoring project activities, milestones, 
reporting requirements and contractual obligations. 

• Provide administrative and operational support to project leaders, including coordination 
of schedules, correspondence, actions and other project activities as required. 

• Coordinate project meetings, workshops, stakeholder engagement activities and 
consultation processes, including preparation of agendas, briefing materials, meeting 
records and follow-up actions. 

• Develop and maintain effective communication and coordination between project leaders, 
research teams, government agencies, collaborators, contractors and other stakeholders 
to support successful project delivery. 

• Support the preparation and submission of project reports, contractual deliverables, 
funding body requirements and other project documentation. 

• Assist with procurement, contract administration, budget monitoring, expenditure 
tracking and other financial processes associated with project delivery. 

• Develop and maintain project records, document management systems and 
administrative processes to support efficient project delivery and compliance 
requirements. 

• Coordinate travel, logistics, fieldwork administration and other operational activities 
associated with project implementation. 

• Support the development, implementation and continuous improvement of project 
management, reporting and coordination processes across supported projects. 

• Understand and adhere to relevant legislation, policies and procedures, including 
University requirements, funding agreements, WHS requirements and research 
governance obligations. 

• Undertake other duties as assigned by the supervisor. 

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 



 

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

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

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

• Supportive: Understands others through listening and empathy, works well in a team and 
actively involves others by valuing individuals unique perspectives. 

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. 

• 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. 

• 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 

• Relevant qualifications and/or demonstrated experience in project coordination, project 
administration, stakeholder engagement, business administration or a related field, or an 
equivalent combination of education, training and experience. 

• Demonstrated experience supporting the delivery of projects, programs or contracts, 
including coordination of activities, stakeholder engagement, reporting and achievement 
of project milestones and deadlines. 

• Excellent organisational skills, with the ability to manage competing priorities, exercise 
initiative, maintain attention to detail and support multiple projects in a dynamic 
environment. 

• Excellent communication and interpersonal skills, with the ability to interact effectively and 
professionally with researchers, government agencies, industry partners, contractors and 
other stakeholders, and to develop productive working relationships. 

• Demonstrated experience coordinating meetings, workshops, stakeholder engagement 
activities or events, including preparation of agendas, briefing materials, minutes and 
follow-up actions. 

• Demonstrated ability to prepare correspondence, reports, presentations and other project 
documentation to a high standard. 



 

• Demonstrated proficiency in a range of software applications, including word processing, 
spreadsheets, databases, presentation software, online collaboration tools and document 
management systems. 

• Ability to work independently and as part of a team, exercising sound judgement and 
contributing to the continuous improvement of project administration and coordination 
processes. 

 

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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