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St Edmund’s College Canberra is a Catholic school in the Edmund Rice tradition, educating boys from Years 4 – 12.  It is an inclusive educational community, with a broad offering across academic and co-curricular areas.

Applications are sought from suitably qualified and experienced candidates for the position of:  

Administration Officer (Teaching and Learning)

Please see the Role Description for information regarding this role. This is a temporary role for a period of 12 months. The start date for this role is 22 May 2023 or as negotiated.

To be appointed to this position the applicant will need a current Working with Vulnerable People (WwVP) registration. 

All staff at St Edmund’s College Canberra support and work to advance the Values, Vision and Mission of the College as a Catholic school in the Edmund Rice tradition.

Visit the College website at Employment Requirements to obtain Application Information. In addition to the documents and information requested, please also provide a statement, no longer than three A4 pages, addressing the Role Requirements. The Role Requirements are listed in the Role Description. 

Contact Ms Samantha Brady via employment@stedmunds.act.edu.au if you have further questions.

Applications close: 5pm Monday 1 May 2023, addressed to:

The Principal
St Edmund’s College Canberra
110 Canberra Avenue GRIFFITH ACT 2603
Or via email employment@stedmunds.act.edu.au 




ROLE DESCRIPTION: 
Administration Officer (Teaching & Learning)

GENERAL
The Administration Officer (Teaching & Learning) role provides administrative support to the Teaching and Learning Team who are responsible for the efficient running of all academic-related aspects of the College. The Administration Officer (Teaching and Learning) will also perform a range of clerical duties and provide support to other areas of the College, including but not limited to the library.  

RELATIONSHIPS
· Assistant Principal Teaching & Learning (Supervisor)
· Assistant Principal ICT and Innovation
· Director of Business Services
· Compliance and Administration Manager
· Library Staff
· College Staff
· Students
· External agencies

DUTIES
Key responsibilities include:

Teaching & Learning Office
· Assist with preparing and maintaining the College timetable. This includes distributing all necessary information related to the timetable and assisting in reviewing timetable structures.
· Assist with the administration of student examinations. This includes publishing exam timetables, assessment schedules and information relating to the exams and organising test facilities.
· Assist with generating, updating, and managing BSSS courses, data, markbooks and student information.
· Maintain assessment data in the College’s school management system (Synergetic).
· Assist with planning for parent/Student/Teacher interviews.
· Assist with planning and running of College events such as presentation evenings, information sessions and academic assemblies.
· Assist with the maintenance of student academic records and files (hard-copy and electronic).
· Assist with academic reporting procedures.
· Print awards and certificates for student presentations.
· Attend and minute Academic Committee meetings.
· Perform general administrative duties to ensure the smooth running of the Teaching & Learning Office.

Library and Information Resources
· Provide positive and efficient library service to students and staff.
· Supervise students in library.
· Process the issuing and returning of library resources and respond to enquiries.
· Provide support to enable students to access hardware and the College networks and system.
· Complete library support and service tasks as required.

Other
· Perform a range of clerical duties and provide administration support to other areas of the College including the Services Hub.


ROLE REQUIREMENTS
· Excellent written and verbal communication skills with a focus on providing strong customer service.
· Strong ICT skills, including proficiency in using a range of software applications such as, the Microsoft office suite, web-based platforms and enterprise information management systems.
· Ability to perform duties responsibly and complete work to a high degree of accuracy under limited supervision.
· Excellent organisational and time management skills, including the ability to multi-task, establish priorities, manage workloads, and reorganise tasks to reflect changing priorities.
· Experience maintaining accurate records and files demonstrating confidentiality and discretion.
· Excellent interpersonal skills.
.

TERMS
· Employed under the terms and conditions of the Support Staff (Daramalan, Marist College Canberra, St Edmund’s College, Canberra) Enterprise Agreement 2019-2023 (the Agreement), and subsequent Agreements. 
· The annual salary will be $77,000, plus superannuation. 
· Must maintain a current Working with Vulnerable People registration.
· Must hold first aid qualifications.
· Temporary, full-time role working Term time only (part-time hours will be considered).
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