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Job Description
	Position title:
	Student Administration Officer
	Agreement:
	Avondale Enterprise Agreement 

	Faculty/Department:
	Academic Office
	Level:
	Level 4

	Date:
	April 2026
	Hours:
	38 Per week

	Campus:
	Lake Macquarie
	Position holder:
	


Like you, we believe values are important in shaping our identity and purpose. Avondale University is a higher education provider established by the Seventh-day Adventist Church in 1987. Our purpose, way and impact statements say a lot about who we are:
Our Purpose: 
To transform lives through Christ-centred Higher Education.
The Way:
We engage students in authentic, faith-based learning and discovery.
Our Impact:
Empowering graduates and staff to serve their world for good.

Avondale University Values:
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· Excellence

Avondale promotes excellence in the higher education it offers and in the academic, spiritual and support services it provides.

· Spirituality

Avondale respects the spiritual diversity of its community. It encourages the practice of the love, grace and compassion of Jesus; and provides opportunities for students and staff to develop a relationship with God through prayer, worship, fellowship, study of Scripture, Sabbath rest and service.

· Wellbeing

Avondale encourages personal and community wellbeing by fostering intellectual development, cultural enrichment, spiritual development, an active lifestyle and environmental sustainability. 

· Integrity

Avondale believes that integrity and accountability are foundational to Christian life and to a healthy community. Avondale pledges to nurture academic integrity and professional ethics in its students and staff and to act transparently in all of its dealings.
· Service

Avondale challenges its learning community to a more informed and responsive understanding of humanitarian needs and to a greater commitment to addressing the needs of those less fortunate and in want of care and support in Australia and overseas.

Position Purpose
The Student Administration Officer is responsible for actioning administrative processes in relation to student academic management, data management, general administration and quality assurance practices.
Main Duties
· Action the administrative processes with regard to student academic management, including but not limited to:
· Grades

· Academic Progression

· Course changes

· Examinations

· Scholarships

· Intermissions and withdrawals

· Graduation

· Process requests for transcripts, unit outlines, statements of attainment and testamurs.

· Processing and distribution of regular reports on information including but not limited to, student progression, intermissions and discontinuations, probation, course transfers and student demographics.

· Maintain student records in Avondale’s Student Management System and relevant filing systems.

· Maintain an operational knowledge of government legislation, policies and standards as it relates to student management, international students and progression.

· Process tasks associated with the organisation and administration of the Exam Centre.
· Process tasks associated with the organisation and production of academic aspects associated with Graduation.
· Provide expert customer service to students and staff in relation to their enquiries.

· Liaise with Course Convenors where relevant.
· Prepare relevant correspondence for students as required. 
Other:
To carry out other duties or responsibilities as required. 

Position Context

The Student Administration Officer is responsible for the continued enrolment of students, maintenance of student records, administration of examinations and grade records, eligibility for academic scholarships and graduation, preparation of graduation documents, and assisting in the preparation of required reports to administration, Avondale Council, and government departments.
Reporting Relationships

	This position reports to:
	Academic Registrar 

	Positions reporting to this position: 
	Nil


Selection Criteria
Essential Criteria 
· Completion of a minimum qualification at a certificate IV level with subsequent relevant work experience; or extensive relevant experience and specialist expertise; or an equivalent combination of relevant experience and/or education/training;

· Demonstrated interpersonal skills and communications, including a professional and confident telephone manner and effective liaison skills;
· High level of computer literacy, including ability to use databases, Microsoft Office suite of programs (i.e. Word, Excel, Outlook, etc.), and internet; or demonstrated ability to gain and apply such knowledge within a short timeframe;

· Demonstrated organisational skills, especially in a high-volume outcome-based service environment, including ability to monitor work processes and meet deadlines with capacity to work extended hours during peak periods;

· Demonstrated experience of effective teamwork and ability to work under minimal direct supervision;

· Demonstrated commitment to customer service standards and ability to liaise effectively staff and management as well as varying personalities and people situations;

· A high level of accuracy and attention to detail 
· Ability to maintain confidentiality when dealing with personal information and information of a sensitive nature; 
· Demonstrated ability to cooperate with work health and safety policies and procedures ensuring actions or omissions do not impact on the health and safety of others;

· Supportive of the mission, values, and ethos of Avondale.

Desirable Criteria 
· An undergraduate degree;

· Experience in administration, preferably within the Higher Education and/or VET sector/s;

· Experience using student administration software/databases (Callista, Moodle) would be highly desirable.
Key Performance Indicators 
· Maintain a high professional standard of ethics, confidentiality, security, conduct and appearance, including the support of peers, colleagues and Avondale’s values.

· Actively engage in WHS matters in order to maintain a healthy and safe work environment.
· Monitor and maintain accuracy with database management and internal and external communications. 

· Effective liaison with other departments and faculties.

· Student management tasks completed within the established timeframe.

· Adherence to current operating procedures.

· Actively contribute to the Student Administration team. 
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