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EDUCATION SUPPORT OFFICER
St Mary Magdalene’s School 

GRADE THREE
Position Information Document
Name                   
Position Title
Stream
Resources
Admin & Finance 

Curriculum
Boarding House

Extension
Services
Grade:       3
Year:  
Date of First Appointment


Employment Category:

Permanent             Replacement           Temporary             Casual
Hours worked per week:


Weeks worked per year



key working relationships

· Principal / delegate
· Bursar, staff, students and families
· Catholic Education SA, Elizabeth Catholic Parish and Catholic Safety Health and Welfare SA 
· Contractors and maintenance personnel
broad purpose

Under the direction of the Principal (or delegate), the Administration Receptionist undertakes a range of front office administration and Reception activities for the school community as required. Administer the school’s WHS requirements to ensure compliance, as required.

KEY RESPONSIBILITIES
General Administration and Reception 
· Carry out a wide range of administrative and Reception duties including including preparation of correspondence, records management, filing referring enquiries, greeting and assisting visitors, managing phone calls and messages.
· Administer enrolment and associated processes including Reception transition visits.
· Provide administrative support to Leadership including diary management, itineraries, appointments, general correspondence etc.
· Publish the school’s fortnightly newsletter, maintain and update school-based social media, website and administer SMS communications to the school community.
· Monitor and maintain school records including hard copies and e-documents;  file documents in accordance with policies and procedures.
· Administer the student database including attendance data, ensuring currency and accuracy and retention of supporting documentation regarding any changes, including management of student exit files.
· Receipt cash and credit card payments and support Bursar with financials, as required.
· Provide a first aid service to students, staff, volunteers and others, by providing initial treatment and notifying parents/carers, when required.
· Monitor the Grounds and Maintenance Reporting Schedule weekly and notify Bursar or maintenance personnel to implement actions.
· Undertake relevant checks to ensure all contractors are appropriately licensed and insured for work undertaken on school premises.

· Promote, monitor and participate in required training, including Learning Manager.

· Actively participate in performance reviews as applicable.
· Undertake other duties as required and comply with any reasonable instruction given by those authorised to do so.
WHS
· Provide WHS induction to staff, volunteers, contractors and other visitors, as required and maintain a safe and healthy work environment, encouraging staff to be proactive in WHS early intervention and prevention strategies.

· Ensure all employees, contractors, volunteers, invitees and students receive appropriate information/training to use designated places, materials and equipment safely within the school.
· Assist with the implementation and completion of risk assessments as required and as appropriate, investigate reported hazards, incidents, injuries or near misses and liaise with appropriate people to take corrective action.
· Organise workplace safety inspections and audits ensuring that relevant WHS registers and records are maintained. 
· Maintain WHS databases as required to ensure compliance with all reporting and recording requirements of the Catholic Church Exempt License.
· Seek advice from Catholic Church WHS Consultants, as required. 
PERSON SPECIFICATIONS

The following demonstrated competencies are required:

· A commitment to uphold and contribute to the Catholic ethos of St Mary Magdalene’s School.
· A Certificate III in Administration (or equivalent) and/or relevant demonstrated knowledge and experience in a comparable role.

· A Certificate III in Work Health & Safety (or equivalent) and/or relevant demonstrated knowledge and experience administering WHS activities.

· Demonstrated experience with reception and general office procedures and proficient in the use of a range of office equipment including strong computer skills using Microsoft Office, particularly Word, Excel, Outlook and Explorer as well as Webpage, Publisher and social media editing capabilities. Knowledge and experience with CESIS, CIVICA, Spike and other technology applications is highly desirable, or able to learn and gain proficiency.

· Excellent customer service skills and demonstrated ability communicating effectively with staff, students, parents/carers and others interacting with the school community.

· High level interpersonal, communication (written and verbal) and teamwork skills and able to successfully work collaboratively and flexibly with others.

· Understanding of the employer’s requirements and act in accordance with South Australian Commission for Catholic Schools (SACCS) and school policies and procedures.
· Able to take direction and act on it, as well as be self-directed and self-monitoring and utilise discretion and judgement, as required.

· Strong time management and organisational skills, and able to take initiative and effectively prioritise tasks and maintain a clean, tidy and uncluttered work space, at all times.

· Demonstrated ability to maintain confidentiality.
· Demonstrated ability to deal effectively with emergencies and/or unexpected situations.

· Able to maintain personal professional presentation, behaviour and attire at all times.
specific requirements
· Requirement to work out of hours from time to time to support school activities.

· Approved Responding & Abuse & Neglect training with an education and Care focus.
· Police Clearance (DCSI) to work in Catholic Education SA.
· Senior First Aid Certificate or willingness and ability to complete training.
· WHS specific training, as identified to maintain currency and competency.
· Knowledge of the Child Safety (Prohibited Persons) Act 2016 and its associated regulations, or willingness to undertake training in this area, as applicable. 
· Current car driver’s license is essential.
WORK HEALTH AND SAFETY
Workers

This role is deemed to be a Worker under the South Australian Work Health and Safety (WHS) Act 2012.

As a Worker, while at work you must:

· Take reasonable care for your own health and safety

· Take reasonable care that your actions or omissions do not adversely affect the health and safety of other persons

· Comply, in so far as you are reasonably able to, with any reasonable instruction given by the employer

· Cooperate with any reasonable policy or procedure of the employer that is related to health and safety at the workplace that has been notified to workers.

Reference:

Division 4, Section 28 WHS Act (SA) 2012

Please sign to confirm acceptance and understanding of this PID:

SIGNED
_______________________________________
Date ____________________

   (Principal or Delegate)
SIGNED 
________________________________________
Date ____________________

   (Employee)
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