[image: G:\Human Resources\Templates\StPeters Logo Full_RGB.jpg]                                                                                                                                        
      Position Description

	Position Title
	Position Title      Administration


	Department
	The Arts: Drama

	Reports to
	
Deputy Curriculum


	Key Reports
	 
Curriculum Leader the Arts


	Overview

{Primary Purpose of Role}
	The position of Arts Administrator facilitates and supports the functioning of the Drama department.

Reporting to the Curriculum leader The Arts, and the CLA Drama, the Administrator Drama is an experienced role in a small team responsible for providing a quality arts education and learning experiences aligned to the College’s Strategic Intent where the individual is valued and every student learns every day to achieve their Plus Ultra.

This is an exciting role for a Drama administrator with practical skills and a passion for creativity, who is committed to contributing to the success of St Peters Lutheran College.

Working under the direct supervision of the assistant curriculum leader The Arts/Drama, you will actively contribute to a positive workplace culture and ensure that you achieve highest standards of performance and integrity and foster genuine partnerships with all stakeholders to deliver exceptional outcomes. 

Key to the success of this role is initiative, practical skills, a problem-solving approach to tasks along with a high level of organisation and an ability to collaborate and communicate with a busy team of teachers and their students.


	Key Accountabilities
	· As a pivotal member of the Drama team, you will respond to requests and substantial tasks on time and to budget; assist teachers and collaborate with college staff as required; and demonstrate a strong commitment to a positive workplace culture. 
· Use your ability to prioritize tasks and monitor your workflow in accordance with curriculum and cocurricular contexts, achieving the highest standards of performance, accountability, collaboration, ethics, and integrity.
· Actively contribute to the development of a positive and high performing team culture by identifying and implementing opportunities to contribute to and improve teamwork practices.   
· Manage Business office requirements for Purchase orders, invoicing, credit card and budget monitoring as instructed. Administer minor and capital budget purchases annually, seeking approval from the CL The Arts.
· Develop and share skills and processes where practical in a classroom / studio and theatre context, contributing to programs, projects and established systems collaboratively.
· Support teachers and students in all Arts department endeavors as required.
· Accomplish tasks as planned and agreed qon a semester basis. 
· Administer and assist with workshops, performances, competitions, excursions, calendar processes, bookings, events and publications requirements.
· Respond to tasks that are immediate and necessary within the scope of a busy teaching day.
· Communicate with teams in other areas of the college to share resources and expertise as suitable.
· Undertake administrative processes as directed for the effective achievement of college outcomes; ensure that all College policies and procedures, such and financial management, occupational health and safety, and conduct are complied with. 
· Represent the College positively in engaging with the community to build knowledge and awareness of the Arts/Drama.


	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 qualification or experience related to arts practice is required. Ability to use and problem solve technology is highly desirable.  A proven record of achievement in an Arts/Drama role which contributes to organisational excellence, high standards of performance and a positive workplace culture. 
Knowledge, skills and capabilities
SC2:     Demonstrated knowledge and experience in a diverse range of materials and theatrical practices including scripts, costumes, sets, lighting plots and recordings both physically and digitally. Comprehensive knowledge of how to engage with and adapt to processes across the college system, including Google Drive, One Drive and Synergetic. A broad understanding of how to appropriately engage with students, staff, faculty, parents and contractors.
SC3: Proven effective management and collaborative skills with a genuine interest in joint problem solving in a creative context.
Ability to apply the budget systems of the college.
Proven capability to build and sustain enduring relationships as an effective team member to enable the collaborative delivery of outcomes and achievement of goals and targets within the Arts/Drama department.
SC4:	Demonstrated high level of professionalism in interactions with students and the team.
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 with the ability to manage multiple tasks, competing priorities, and deadlines as set by the curriculum leader: 

	Terms and Conditions
	
Classification – School Officer level 4.1
Salary – $74,051 per annum
Tenure – permanent, part time, 38 weeks x 15 hours per week. 
Terms and Conditions – Please refer to the Queensland Lutheran Schools Single Enterprise Agreement 2020.


	Location
	St Peters Lutheran College – Indooroopilly
66 Harts Road 
INDOOROOPILLY   QLD   4068



	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 and/or Queensland College of Teachers Registration.
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
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