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      Position Description

	Position Title
	Marketing and Events Officer 


	Department
	Corporate  

	Reports to
	
Head of Springfield 


	Key Reports
	 N/A


	Overview

{Primary Purpose of Role}
	
The position of Marketing and Events Officer coordinates and provides a range of College marketing and promotional activities, events and materials to support College needs and promote St Peters Springfield as a preferred provider of independent education in the area.  

Reporting to the Head of Springfield, the Marketing and Events Officer is an experienced team member responsible for providing marketing and digital communications aligned to the College’s Marketing strategies and facilitating College events and community engagement. It enacts the College Strategic Intent to grow an inclusive, caring and connected community; and to share the St Peters story by implementing innovative and effective communication technologies. 

This is a key role for a communications and marketing professional that wants to contribute to the success of St Peters Lutheran College. 

Working under the direct supervision of Head of Springfield and in broad alignment with Admissions and Community Engagement Teams, you will actively contribute to a positive workplace culture and ensure that you achieve the highest standards of performance and integrity and foster genuine partnerships across all levels of stakeholders to deliver College outcomes. 

Key to the success of this role is engagement with key stakeholders including students, staff, parents, and the broader community. 


	Key Accountabilities
	Marketing and Communications
In liaison with Head of Springfield, Enrolments Registrar and Director of Community Engagement: 
· Coordinate the Marketing Strategy, branding, website updates and social media management across channels. 
· Develop opportunities and implement practical strategies to engage with existing and potential parents, internal and external communities to promote St Peters Springfield as a preferred provider of independent education in the area.   
· Facilitate and provide a range of marketing and promotional activities to meet and support College needs and annual enrolment targets.
· Manage and create comprehensive marketing collateral including branded merchandise, photographic images, artwork, editorial content and imagery for internal and external marketing and advertising. This includes developing and maintaining Information Guides, Handbooks, Course Guides, College brochures, flyers, posters, signage, billboards and more through graphic design and photography. (Proficient level of design and knowledge of Adobe Suite required - Illustrator, InDesign, Photoshop).
· Prepare and distribute approved press releases and accompanying photographs to publication companies within the College’s demographic area.	
Events – Enrolments, College Functions and Community Engagement
· Facilitate and coordinate College events for internal and external promotion and community engagement including expos, Open Days, Twilight Tours, community events (Mother’s day, Father’s Day, etc) or information sessions.
· Back up to other administration staff, as required, including Reception, Student Services.
· Maintain and update College administration systems with report generation as required.
· Carry out any other duties consistent with the position as reasonably directed by a senior leader.

	Committee Membership:
	N/A


	Selection Criteria:
	These selection criteria will form the basis to assess applicants for short-listing and determine the successful candidate.

Experience and qualifications
SC1:     A relevant tertiary degree and/or post graduate qualification in Business Management or Marketing/Communications or related discipline.   

Knowledge, skills and capabilities
SC2:     Demonstrated experience in Marketing and Events, and a proven record of       social media management, digital marketing and video content creation to contribute to an engaged workplace culture and a connected community of stakeholders. 

SC3:      Highly developed digital literacy as it relates to utilising tools for the creation, design and presentation of marketing materials, and contemporary knowledge of marketing and communication trends. 

SC4:     Proven capability to build and sustain enduring relationships to enable the   collaborative delivery of outcomes and achievement of goals and targets.
             
SC5:	Highly developed written and oral communication (including presentation), negotiation, interpersonal, and customer service skills.

SC6:	Highly developed organisational, time management, analytical and problem-solving skills to meet the demands of multiple tasks and competing priorities, as it relates to the ability to plan, coordinate, implement and report on marketing and promotional activities. 

SC7: 	Experience and proficient level of design and knowledge of Adobe Suite required - Illustrator, InDesign, Photoshop, Premier Pro. 

All Employees
SC-E1 - 	Personal capabilities
Demonstrated ability to exemplify care, dignity and respect, delivered through high personal accountability for professional workplace conduct. Demonstrated commitment to reach their own potential (Plus Ultra) and in a manner that aligns with the College’s strategic and operational objectives and values.

SC – E2 – Christian Ethos
An understanding of, respect and demonstrable support for the College’s Christian ethos. 


	Terms and Conditions
	
Classification – School Officer Level 5 
Salary – $80,573 - $84,505 gross p.a (pro-rated)
Tenure – Part time, 0.6FTE Full year round
Terms and Conditions – Please refer to the Queensland Lutheran Schools Single Enterprise Agreement 2024.


	Location
	St Peters Lutheran College – Springfield
42 Wellness Way
SPRINGFIELD  QLD   4068

All employees may be required to travel to different locations to fulfil the requirements of their position.



	Professional Behaviours
	· Applicants are expected to respect and uphold the College’s Mission of “Excellence in Christian Co-education”, support the Christian ethos of St Peters Lutheran College and demonstrate courtesy, co-operation and teamwork with fellow members of staff.
· Uphold Code of Conduct and Valuing Safe Communities standards.
· Actively and effectively participate in reasonable directions provided.

	Child Protection
	All employees of St Peters are required to familiarise themselves with and adhere to the College’s Child Protection Policy and Procedures, and complete annual Child Safety Training.

	Health and Safety
	· All employees are required to take reasonable measures to protect their own health, safety and wellbeing, and that of others, and to follow all reasonable Health and Safety policies, guidelines, and directions
· Managers hold additional accountability for operational management of safe work practices in their area, including making appropriate resources, information and training available to their team members.

	Policies and Procedures
	Employees are expected to understand and act in accordance with St Peters policy and procedure documents that are available on the College’s intranet, relevant legislation and directions within the employment contract and/or Queensland Lutheran Schools Single Enterprise Agreement and take the responsibility to maintain currency with these.

	Compliance Requirements
	Current Blue Card 
Right to work in Australia 
Identified positions will require additional security clearances. All successful candidates will be required to obtain and maintain currency and levels of security clearance. 
Timely completion of mandatory training requirements and training relevant to their role 

	Other relevant information

	The College will conduct relevant and required applicant checks which includes and is not limited to, contacting current and previous employer(s) to substantiate employment history, past conduct and performance.  
St Peters Lutheran College aims to be a preferred employer by fostering and valuing diversity, ensuring equitable and fair treatment for all and respecting and upholding human rights. 
The College is committed to increasing the participation rate of Aboriginal and Torres Strait Islander people through best-practice recruitment methods and producing positive training and employment outcomes for Aboriginal and Torres Strait Islander people within the wider communities.
The collection and handling of information will be consistent with the requirements of the Privacy Act 1988.



Further information about St Peters can be found at www.stpeters.qld.edu.au

November 2023
July 2025
Page 2 of 4
image1.jpeg
StPETERS v

LUTHERAN COLLEGE

Excellence in Christian Co-education




