Position Details

Position Title		Systems Administrator
Classification		Higher Education INDUSTRY General award (Hew 7)
Position Number		XXXXXXXX
School/Office		Marketing and Communications
Division		WSUSU
Position Purpose

[bookmark: _Toc355698353]To ensure the seamless operation, integration, and support of digital systems and platforms including WesternLife, websites, payment systems, and data infrastructure—enabling efficient service delivery and data-driven decision-making across WSUSU.

Key accountabilities
[bookmark: _Hlk155210437]
1. Provide technical and user support for the WesternLife student engagement platform, including troubleshooting, user onboarding, and escalation to the vendor as required.
2. Oversee and maintain the organisation’s websites, ensuring functionality, accessibility, security, and regular content updates.
3. Manage integrations and payment gateway systems, ensuring smooth data flow between platforms and resolving technical issues.
4. Develop and maintain data pipelines via APIs, extracting data from key platforms into a centralised data lake (e.g. Snowflake).
5. Build dashboards and reports in Tableau and Power BI to provide actionable insights across student engagement and operations.
6. Maintain IT security and user access controls, ensuring appropriate permissions and compliance with data protection standards.
7. Document systems, processes, and workflows, and ensure internal teams are supported with guides and technical training where required.
8. Collaborate with internal teams and external vendors to meet technical and data requirements and manage vendor relationships and improvements.



Qualifications, experience and skills

1. Tertiary qualifications in Information Technology, Computer Science, Data Science, or a related field, or equivalent professional experience.
2. Proven experience managing cloud-based platforms and content management systems (e.g. Wordpress, Drupal, or similar).
3. Experience with API integrations and data pipeline development, particularly using platforms like Snowflake or similar data lakes.
4. Strong skills in data visualisation tools, such as Tableau and Power BI, including dashboard creation and data storytelling.
5. Understanding of information security and access control, with experience managing system users, permissions, and compliance with data privacy requirements.
6. Demonstrated ability to troubleshoot and provide user-focused technical support, with excellent problem-solving and communication skills.
7. Experience working with vendors and third-party platforms, including managing service tickets, liaising on feature requests, and coordinating updates or integrations.
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Key Relationships
· This position reports to: Head of Marketing and Communications
· This position supervises: Nil
· Key internal relationships:
· Direct Supervisor
· Department heads
· All WSUSU staff
· Student leaders
· Key external relationships:
· University administration
· Broader community

Challenges

· Managing diverse systems across multiple campuses while maintaining consistency in performance, support, and security for students and staff.
· Integrating legacy and third-party platforms (e.g. WesternLife, payment gateways, web services) with modern data infrastructure in a seamless and secure way.
· Balancing strategic data projects with day-to-day user support, especially during peak activity periods like orientation or major events.
· Maintaining data integrity, privacy, and security across all systems and platforms, particularly when working with student data and third-party providers.

expectations

WSUSU expects that all employees are aware of, and comply with legislation and relevant policies and procedures relevant to the position, including but not limited to:
· WSUSU Code of Conduct
· Work Health and Safety and Wellbeing Management System
· Enterprise Agreement or Award
· Anti-discrimination principles, Equal Employment Opportunity and staff and student equity.
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