Position Description
	Title
	Business System Coordinator 
	Department
	Corporate Services & Compliance  

	Reports To
	Executive Director – Corporate Services & Compliance 
	Location
	Hybrid/Anywhere in Australia with travel

	Salary
	$85 -$95k base + Allowance in lieu of salary packaging and super
	Status
	May be part time, required at least 4 days coverage, fixed term to June 30, 2026 

	Organisational Context
HumanAbility is a not-for-profit, industry owned and led organisation that is contracted by the federal government. It was established as a Jobs and Skills Council for the health, human services, sport & recreation and early childhood industries to fulfil the requirements of the Jobs & Skills Councils – Strengthening Australia’s National Vocational Education and Training System program.
HumanAbility’s objective is to advance education by supporting skills and workforce development for the specified industries. It is a values-based organisation with a defined mission and vision, understanding the ultimate beneficiary of the work we do is our communities. 
HumanAbility will achieve its objectives through:
Implementation of the Jobs & Skills Councils – Strengthening Australia’s National Vocational Education and Training System program, or its replacement program, and similar programs supported by governments and/or industry;
Workforce planning activities that develop strategies to address workforce challenges, using high-quality data and evidence on current and emerging skills needs (in collaboration with Jobs and Skills Australia) associated with a range of educational pathways, including vocational education and training (VET) and higher education;
Formal and informal training product development, including resources aligned with standards set by Skills Ministers to improve the quality, speed-to-market and responsiveness of nationally recognised training products;
Contributions to the implementation, promotion and monitoring of VET; and
Industry stewardship to advance education by acting as a source of intelligence on issues affecting relevant industries and national training system opportunities.

	Position Purpose
As a Business Systems Administration Coordinator at HumanAbility, you will play a crucial role in ensuring the smooth and efficient delivery of key deliverables through a deep and shared understanding our internal business systems. Your exceptional administration and organizational skills, curiosity for how software applications work, attention to detail, superior relationship skills, and solution focus will contribute to our overall success.  You will become the guru for various business applications, responsible for training and supporting the end users, and the organisation, to maximise utilisation of the systems in place. This role will become lynch pin in the development of workflows and the delivery of reports utilising data from various systems.  You will operate and support business databases and systems and will work with colleagues to ensure best practice solutions across our applications.

	Responsibilities 
Systems & Data Management:
Support the organisation to implement and optimise the use of business applications on a day to day basis, to continuously improve our effectiveness and efficiency. 
· Stakeholder Relationship Management System (Dynamics 365) implementation
· Monday.com 
· Sharepoint
· Reporting tools, 
· Other applications as required


Develop and support the organisation to develop processes to maintain clean and accurate data.  Conduct data cleansing activities as required. 
Serve as point of contact for staff and, as needed, external stakeholders, for application support, including trouble-shooting issues and escalating where necessary for resolution.   

	
Support the creation of tracking and reporting processes through the development of workflows and dashboards using various applications as required
Deliver end-user training to ensure users are proficient in how to best use applications 
Document application configurations, processes and procedures for reference and training purposes and produce reports from the systems as needed 
Maintain and update office databases and records, as required. 
Continuous Improvement
Assist and support the creation of workflows to support effective and efficient use of applications and processes
Take initiative to recognise areas for improvement and work with others for approval and implementation. 
Champion system upgrades and implementations, working with the team to ensure changes are effectively tested, documented and communicated to users.
Collaborate with cross-functional teams to enhance and customise business applications where possible and as needed.
Conduct regular system audits to ensure data accuracy, integrity and adherence to established business processes

	Qualifications and Experience
Curiosity and love of IT applications, and within a similar role with qualifications in business system, IT or similar. 
Strong systems, software, and analytical skills
Stronger communication and relationship management skills 
Proficiency in Microsoft 36 – SharePoint, Teams, Word, Excel, PowerPoint, Outlook
Proficient in project management software, preferably Monday.com
Strong written and verbal communication skills.
Exceptional organisational skills with the demonstrated ability to manage competing priorities. 
Attention to detail and high level of accuracy.
Ability to handle sensitive information with discretion.
Strong interpersonal skills and a desire positively influence workplace culture
Loves working in a team and enjoys a laugh
Comfortable in a start up environment.
The role will involve some travel. 

	




