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ADMINISTRATION OFFICER 

POSITION DETAILS
TITLE:				Administration Officer 
CLASSIFICATION:		Victorian Catholic Education Multi Enterprise Agreement 2022 
Education Support Employee Category B Level 2 (12 weeks annual leave)
TIME FRACTION:		0.6 FTE
DAY PER WEEK/HOURS:	Monday, Tuesday, Thursday & Friday 9:30am To 3:30pm (TBC)
EMPLOYMENT TYPE:		Ongoing	
RESPONSIBLE TO:		Business Manager

POSITION PURPOSE
[bookmark: _Hlk72914682]The Administration Assistant provides high-quality administrative and reception support across the College. This role plays a key part in maintaining the smooth and efficient daily operations of the school, assisting staff, students, families, and visitors with professionalism and care. Working collaboratively with the Receptionist, Directors, and Business Manager, the Administration Assistant contributes to creating a welcoming and well-organised environment consistent with the College’s Catholic ethos and values.

ACCOUNTABILITIES
· To model Simonds Catholic College core values in dealing with the wider community, families, students and staff
· To abide the schools code of conduct which expect and require staff and visitors to ensure the protection of all students
· Ensure quality, consistency and accurate support documentation and tasks
· Be readily approachable by parents, students, staff and the wider community
· To ensure adherence to all Occupational Health and Safety guidelines specific to the work area

RESPONSIBILITIES & DUTIES

	Reception & Front Office Support

· Provide back-up support to Reception, including answering phone calls and responding to enquiries from students, families, and staff.
· Welcome and assist visitors to the College, ensuring they are signed in and directed appropriately.
· Support the Receptionist with day-to-day administrative and front-office tasks.
· Provide first aid back-up to students, following school procedures.
· Working with the receptionist to set up activities and excursion permission notices, monitor their status and report to relevant parties.
· Support the receptionist in recording known student absences, such as holidays or extended illness and communicating the relevant information to the appropriate stakeholders

Administrative Support

· Provide administrative assistance to the Directors of Students and the Director of Learning and Data including: 
· monitoring attendance data of students
· support during exam and NAPLAN periods 
· support in preparing for meetings 
· communication and correspondence with parents regarding student meetings and 
· support for events and excursions
· Respond promptly to day-to-day queries and provide general administrative support to staff as required
· Support the Receptionist in the maintenance of the College’s print room and utility rooms, ensuring resources are available and equipment is in good working order
· With the Receptionist maintain the archival process, data and records
· Perform other administrative duties as directed by the Principal Team and Business Manager 

.



KNOWLEDGE & SKILLS
The Administration Officer is expected to exhibit the following qualities and competencies:
· Good oral and written communication skills, including ability to communicate with children, parents and the school community
· Effective organisational skills to deliver on outcomes and tasks within the required timeframe
· An energetic individual with diverse skills and a proactive team orientated mindset
· Adaptable and committed to improve capabilities to enable effective multiskilling across the team
· Advanced computer skills, demonstrated through experience with relevant software like Microsoft Office applications, including Word, Excel, and database software, as well as a proven ability to quickly learn and adapt to new software.
· Previous experience in administration or reception, particularly in a school setting, is highly desirable  
· Minimum of 3 years’ experience in a similar role
· As this is a non-academic appointment the successful candidate must have proof of eligibility to work in Australia, a current Working with Children Check and Police Check.

The purpose of the position description is to provide an overview of the major tasks and responsibilities of the position. It is not intended to represent the entirety of the position. The incumbent may be requested to perform other tasks, not specifically stated. The position description may be modified in consultation with the incumbent from time to time, depending on the operational needs and requirements of the College.

Applicants should have a commitment to boys’ education, the values and ethos of Catholic Education and to the safety, wellbeing and protection of all children in our care.  A current Working with Children Check is essential.


CHILD PROTECTION 
Applicants should have a strong commitment to boys' education and the values and ethos of Catholic education, including providing a safe environment for our students. Our College Community is committed to the protection, wellbeing and inclusion of all the children in our care.


Signed & Dated

________________________
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