
Position InformationDocument

ActingDailyOrganiser
ChampagnatCampus

Context

AsaCatholic college in theMarist tradition, SacredHeartCollege is “acentreof learning, of life, andofevangelising.”
Marist schools lead their students andsta� “to learn to know, tobecompetent, to live together andmostespecially to
growaspersons” (InstituteofMaristBrothersof theSchools, 1998, [126]).

TheDailyOrganiserwill be required toundertake responsibilitiesof leadingandmanaging theplanning, implementing,
evaluatingand reviewingmattersof school organisation. This is toensurea safeandorderly learningenvironment and
the successful deliveryof highquality teachingand learning.

Qualifications andExperience

Essential qualifications andexperience
● Holdor have thecapacity toobtain appropriatePolice/ChildProtectionclearances.

Desirablequalifications, skills andexperience
● Experienceworking in a school or collegeenvironment;

● Exceptional organisational, problemsolvingandscheduling skills;

● Soundability towork underpressureandwithin timeconstraints;

● Experienceworkingasamemberof acollaborative team, aswell as autonomously.

Personal attributes
● Understandingandsupport of theCatholic andMarist tradition, culture andethos;

● Friendly, positive andsupportiveofothers;

● Acommitment tomaintainingconfidentiality ofpersonal recordsand information;

● Awillingness to supportprogress/change;

● Excellent interpersonal, leadership,management andorganisational skills or thepotential todevelop them;

● Becommitted to theCollegeCatholic identity;

● Demonstrateenergy, enthusiasm, initiative, self-management and resilience; and

● Demonstratebestpractice in administrative tasks andorganisation.

KeyAreasofWork

Professional responsibilities
TheDailyOrganiserwill:

● Haveacommitment toupholdandcontribute to theethosof theCatholic identityof theCollege;

● Collaboratewith Leadership toensurecontemporary learning;wellbeingandsafety areat thecoreofdaily

organisational decisions;

● Tocompleteadministrative tasks accurately andon time including recordkeepingandmanagingorganisational

online learning tools; and

● Maintain confidentialitywhendealingwith sensitivematters and information.



Daily andadministration responsibilities
TheDailyOrganiserwill:

● Collaboratewith theHeadofChampagnatCampus toensure theprovisionof highquality sta� forpurposesof

daily organisation;

● Support timetableoperations, for example, amending timetablewhenneeded in theabsenceof sta�; in

response to school events andsta�ng requirements, in conjunctionwith theHeadofChampagnatCampusand

theDirectorof Teaching&Learning, as appropriate;

● Provide timetable solutions using sta� relief quotas and temporary relief teaching (TRT) sta� tocover absences

including:

o Sta�Leave;

o Professional Learning;

o Excursions, Incursions,CampsandMeetings; and

o All other activities as required.

● Coordinatecoverof teaching,CurriculumESOandAdministrationESOsta� for urgent andunforeseen

absences, for exampleabsencesdue to illnessor emergency;

● Provide support toall TemporaryRelief Teaching sta�whileon site, as required;

● Keepdetailed recordsof teacher relief quotas andTemporaryRelief Teacher usageprovidingpayroll withdetails

forpayment;

● In collaborationwithHumanResourcesandpayroll processandkeepaccurate recordsof sta� leave:

● Develop, organiseanddistribute schedules, for example those forCollegephotographs, andcoordinate the

supervisionof students at all times;

● Beaccountable for accurateandequitabledistributionof teacher relief quotas and rosters;

● Maintain anup todate register of available TRT sta�, ensuringappropriatequalifications andclearancesare

providedprior toemployment;

● Assistwith set upofwhole school events, programs, andactivitieswith relevant sta� in accordancewithWHS

andothermandatory requirements;

● In collaborationwithHumanResources, developandundertake sta� inductionprocesses for sta�new to the

College, inparticular for TRTandESOs; and

● Oversee thee�ectivemanagementofdocumentation, recordingkeepingandfile information in relation todaily

organisation, and respondaccordingly.

● Workwith theDirectorof TeachingandHeadofCampus tooverseeandsupport theplanning for excursionand

incursions.

● Overseeandkeepaccurate recordsofpetty cashand transport charges.

Receptionduties
TheDailyOrganiserwill:

● Asamemberof theFrontO�ceTeam,provide relief for Receptionas required;

● UndertakeReceptionduties as required; suchasmanaging incomingcalls andcorrespondence,processingof

mail, student absenteesandsign-in/out, andgeneral administrativeduties; and

● Provideawelcomingenvironment for all visitors andstudents at Reception, attending toandassisting students

withenquiries.
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General
● Performanyotherduties in linewith your current classificationas required fromtime to timeat thediscretionof

thePrincipal

Other certifications

Theemployeemust acquire andmaintain:

● currentWorkingWithChildrenClearance (PoliceClearance) towork inCatholic EducationSA;

● currentpoliceclearance–with nofinancial convictionsordisqualifications;

● approvedMandatoryNotification training (Responding toRisksofHarm,AbuseandNeglect –Educationand

Carecertificate);

● First Aidcertificateorqualification (as applicable);

● currencyofpracticeand relevant certificationsor registration required for the safeande�ectiveexecutionof

the role; and

● awarenessof, andcompliancewith, clearanceandscreening requirements for employees, volunteers and

contractors.

Workplace health and safety

Workers havea responsibility to:

● take reasonablecare for their ownhealth andsafety;

● take reasonablecare tonot adversely a�ect anotherpersonatwork throughactsoromissions;

● follow reasonable instructionsgiven toensurehealth andsafety; and

● cooperatewith reasonablepolicies andproceduresmadeavailable to sta�,whicharedesigned toprotect

peopleatwork.

Inpractical terms thismeans to:

● useappropriateequipment andsafeworkproceduresdesigned toensurehealth andsafety;

● participate in trainingprogrammesas requested;

● report unsafe/unhealthyconditions (hazards) in theirworkenvironment;

● report incidentsor nearmisseswhichhaveor couldhavecaused injury; and

● become familiarwith and follow thepolicies, proceduresand informationaboutWHSavailable to sta�on

CompliSpace.

Behavioural Expectations andFair Treatment in theWorkplace
EmployeesofSacredHeartCollegeareexpected to:

● complywith theCodeofConduct for Sta�Employed inCatholic EducationSA;

● complywith legislation, policies, proceduresandprotocols regarding thenon-acceptanceof anyunfair

workplace treatment –discrimination, harassment and/orbullying; and

● report anyconcerns and/or askquestionsor seekassistance regardinganythingyouareunsureabout.

Performance review

All employeesare required toproactivelyparticipate in theCollege’sPerformanceDevelopmentProgram including
periodic review
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Conditions of employment

Employer: SacredHeartCollege

Award: SouthAustralianCatholicSchools EnterpriseAgreement 2020

Category: EducationSupportO�cer

Classification: Grade 4+Additional allowance toworkoutsideofordinary hours

Prime location: ChampagnatCampus,Mitchell Park, butwithflexibility towork at
anyCollegesite as required

Reporting/working relationship

Immediately responsible to: HeadofChampagnatCampus

Linemanagement from: DeputyPrincipal/Principal

References

InstituteofMaristBrothers (1998). In theFootstepsofMarcellinChampagnat: A vision forMarist education today. Instituteof theMarist
Brothersof theSchools; Sydney, Australia.
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