
 

Systems Support Officer 
  
 Department:  Academics 
 Responsible to:  Principal 
 Reports to:  Dean of Learning 
 

About Sheldon College 

Sheldon College is an independent, co-educational, non-denominational College situated in Redland 
City, catering for students from 15 months of age through to Year 12. Our Mission is “to provide a 
quality educational experience in an environment that encourages and enables our students to 
succeed in a constantly changing world”. 

We provide a first-class curriculum in the academic, sporting and cultural arenas with access to state-
of-the-art classrooms, laboratories, resource centres and studios, as well as cultural, performing arts 
and sporting facilities. This ensures we deliver on our commitment to provide outstanding education 
in a safe, secure learning environment, underpinned by our philosophy of Love, Laughter and Learning. 

Position Overview 
The College Systems Support Officer will provide high level administrative support to senior leadership and be 
crucial in providing and maintaining efficient and effective day-to-day management for the College. The role 
is has a direct reporting line to the Dean of Learning and involves close collaboration with the Director of Teaching 
and Learning (7-12) and the Director of Wellbeing. Further there is need to liaise regularly with the office of the  
Director of Academics Primary, the Director of the Arts and the Director of ICT. 

This role requires a balance of technical admin and digital platform support skills, understanding of educational 
systems and environments, excellent communication abilities, including detailed and accurate document keeping. 
The Systems Support Officer is a crucial link between technology, education, and administrative functions within 
Sheldon College. 

Key Responsibilities 
Learning Management and Data Analytics (SchoolBox, Learning Analytics, TASS) 

• In conjunction with the Dean of Learning, support the College’s; 

• Ensure the alignment of data across reporting systems (Learning Analytics, SchoolBox, TASS).  

• Assist staff with course setup, rubric establishment and due work in SchoolBox.  



 

• Support the College’s transition of curriculum implementation (QCAA and ACARA) through the archiving 
of current courses, creation of new courses and creation of new indicators across reporting systems.  

• Liaise with external vendors when support is required for Learning Management and Data Analytics 
Systems. 

• Stay abreast of updates to Learning Management and Data Analytics Systems. 

• Maintenance, updating and improvement of the Year 12 Data performance platform. 

• Maintenance of external provider assessment data and reports across Learning Management and Data 
Analytics systems. 

• Co-ordination of data transfer of digital forms and reports between school-based platforms. 

• Assist with internal ATAR predictions. 

• Generate reports and data analysis as required for school management and external bodies. 

• Co-ordination of the College Pockets Awards processes. 

• Complete systems testing tasks as directed by Dean of Learning for new and updated content on 
SchoolBox.  

 

Reporting (Report Cards/ Semester)  

• Establish and manage reporting periods in TASS and Learning Analytics. 

• Coordinate and maintain teacher permissions in TASS and Learning Analytics. 

• Assist K-12 teachers and middle leaders with troubleshooting and resolving issues relating to reporting 
processes. 

• Under direction of Dean of Learning, enact and implement processes ensuring accurate data within the 
systems to facilitate report card generation.  

• Support the Dean of Learning to ensure College Annual Reports are published as required for compliance 
purposes. 

QCAA Processes and Data Management 

• Manage and maintain student records in QCAA student management, including registration of students, 
creation of LUIs, updating details and subject enrolments. 

• Uploading and checking student results in QCAA Student Management portal. 



 

• Facilitate subject result uploading to the QCAA portal. 

• In conjunction with the EA Coordinator, facilitate the delivery of external assessments onsite. 

• Participate in professional development and training, as required. 

 

Strategic and Operational Improvement Projects 

• Collaborate with the Dean of Learning to fully utilise the Learning Analytics platform to inform and 
improve teaching and learning. 

• Management oversight of the scanning of digitised files project. 

• TASS utilization improvements for teaching staff.  

• Creation of data dashboards and data tracking for various projects across the College.  

• Assist in the development and implementation of data management policies and procedures. 

• Develop, write, and update operational procedures and documentation in line with the school’s 
standards and policies. 

• Participation in improvement project teams as determined by the Dean of Learning.  

• Provide administrative and technical support for various operational projects. 

• Facilitate high level communication between different departments and stakeholders involved in strategic 
projects. 

Skills and Abilities 

• Minimum of 3 years’ experience in a similar role in a medium to large educational organisation. 

• Demonstrable experience with one or more of the following systems desireable: 

• The Alpha School System (TASS) 

• Learning Management Systems for example, Schoolbox 

• Academic Data Systems for example, Learning Analytics. 

• Time Table Systems for example, Timetabler 

• Be able to prioritise, critically analyse data and prepare reports across systems. 

• Possess advanced computer skills including a sound understanding of Microsoft Office Suite 
reporting and data products including Power BI, Excel. 

• Demonstrated ability to organise and complete multiple tasks with close attention to detail, accuracy and 



 

prioritisation to meet deadlines. 

• Demonstrated ability to use initiative and to problem solve with ability to manage workload with 
competing priorities. 

• Excellent interpersonal and communication skills to relate professionally with students, parents and 
staff. 

• Demonstrated experience in building effective collaborative working relationships with stakeholders. 

• Demonstrate high levels of discretion, confidentiality and professional judgment. 
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