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	Position Title
	Personal Assistant to Head of Junior High School and Administration Assistant to the Deputy Head of Junior High and the 7-9 Year Level Coordinators.


	Responsible to:
	Head of College


	Reports to:
	Head of Junior High School


	Overview
	To work in close co-operation with the Head of Junior High School, the Deputy Head of Junior High School and the 7-9 Year Level Coordinators to support and assist in the administration of the Junior High School.

The role of the Personal Assistant to Head of Junior High School and Administration Assistant to the Deputy Head of Junior High School and the 7-9 Year Level Coordinators, is primarily to support the daily clerical, administrative and organisational tasks for the Junior High School leaders to ensure the smooth administration for Years 7-9. 



	Main Objective:
	The main objectives of this position are as follows:

1. To provide confidential administrative assistance to the Head of Junior High School.
2. To provide administrative assistance to the Deputy Head of Junior High and the 7-9 Year Level Coordinators.
3. Other responsibilities.


	Duties and Responsibilities
	
To provide high-level administrative assistance to the Head of Junior High School.

· Serve as an initial contact person representing the College and the Head of Junior High School via phone for both in-coming calls and throughout-going calls as directed dealing with high-level confidential issues.
· Organise the Head of Junior High School’s calendar and appointments, exercising initiative to ensure that urgent matters gain priority and at the same time making sure that all matters are addressed in some way.
· Work with a broad range of teaching and non-teaching staff needing access to the Head of Junior High School or to whom the Head of Junior High School needs to delegate tasks.
· Manage varied and conflicting demands to meet agreed standards and timelines.
· Provide administrative support to the Head of Junior High School, playing a secondary editorial role for the purposes of accuracy and organisation of related tasks. These tasks may include, but not limited to:
· letters, emails, policy documents, forms, surveys
· assist with College events as required
· Strategic Planning documentation
· budget preparation and management for all budgets that come under the responsibility of the Head of Junior High School
· co-ordinate the JH articles for College publications 
· demonstrate initiative as situations arise to minimise the tasks/workload of the Head of Junior High School.
· Establish and maintain filing systems which are appropriate for the Head of Junior High School.
· Attend and record minutes at the Junior High Academic Care and Wellbeing meeting and type and distribute these minutes and agendas.
· Process internal and external ordering of resources as required.
· Serve as an important contact point for students, staff and parents wanting to access the Head of Junior High School.
· Prepare materials for the new year as directed by the Head of Junior High School.
· Allocate Houses to Junior High students new to the College.
· Manage and respond to student leave requests for Junior High.
· Organise Junior High Award Ceremonies (2 per year)
· Prepare Camp budgets for Year 7 & 8 Camps and administration involving the organisation of Camps.
· Organise Ironbark parent briefings (3 per year)
· Liaise with Ironbark.
· Process purchase orders and monthly credit card reconciliation.


To provide administrative assistance to the Deputy Head of Junior High School and the 7-9 Year Level Coordinators.

· Liaise directly by phone, letters and email with parents, students and staff regarding pastoral care issues on behalf of the Deputy Head of Junior High School and the 7-9 Year Level Coordinators.
· Assist with the bookings for interviews and appointments with the Deputy Head of Junior High School and the Year Level Coordinators.
· Assist, where necessary, with the smooth integration of students into the Junior High School.
· Administrative tasks as required by the Deputy Head of Junior High School and the 7-9 Year Level Coordinators.
· Process correspondence and mail outs, collect and distribute forms and finances as required by the Deputy Head of Junior High School and the7-9 Year Level Coordinators.
· Entry of data, discipline records, personal and pastoral information into the College administration system.
· Complete special activities requests, including costing and supporting documentation.
· In conjunction with the Deputy Head of Junior High School and appropriate Year Level Coordinator, plan, book, organise and communicate with appropriate people regarding functions and events pertaining to the Junior High School. 

Other Responsibilities

· Provide back up to Junior High Attendance and Reception, when required.
· Willingness to undertake professional development, as required.
· The need, at various times, to undertake work outside normal working hours for special events or projects. This will be through negotiation.
· Other tasks as requested by the Head of College or Head of Junior High School.

	Committee Membership
	· N/A

	Classification
	Salary       School Officer Award – Level 6
Tenure     Permanent term-time plus
Daily Hours      7:30am-3:30pm (5 days per week)
Terms and Conditions      Please refer to the Lutheran Schools Enterprise Bargaining Agreement


	Knowledge, Skills and Abilities
	Knowledge
· Must have had at least 5 years’ experience in a professional, personal assistant or executive assistant role. Experience working in a school environment would be an advantage.
· Knowledge of school-based processes e.g. First Aid, Asthma Administration, Valuing Safe Communities, Child Safety
· An understanding of the Lutheran ethos.
· It would be advantageous to have knowledge and understanding of the College’s structure and database.
· Possess or have the ability to acquire, a Blue Card or relevant documentation to work with students.
Skills
· Be able to communicate sensitively and confidentially with staff, parents and students.
· Have a high degree of computer literacy or be willing to undertake training in computer literacy.
· Excellent phone and personal etiquette in a friendly and approachable manner.
· Have a high degree of administrative competence and be vitally concerned about the needs of staff.
· Be highly organised and consistently meet deadlines.

Abilities
· Able to demonstrate high levels of personal initiative and responsibility.
· Able to work collaboratively and develop a positive rapport with the Head of Junior High School, the Deputy Head of Junior High School and the 7-9 Year Level Coordinators.
· Able to facilitate, develop and maintain working relationships with other members of staff within the College.
· Demonstrate a commitment to the ethos of Lutheran education.
· Set good examples of Christian living in the College.
· Able to adapt to a new and changing environment.
· Be prepared to undertake additional professional development.
· Prepared to work outside normal hours on special projects or tasks.

	Selection Criteria
	These selection criteria will form the basis to assess applicants for short-listing and determine the successful PA to the Head of Junior High School and the Year Level Coordinators.

SC1 - Demonstrated ability to initiate, organises and prioritises administration tasks.
· The PA to the Head of Junior High School, and Administration Assistant to the Deputy Head of Junior High School and to the 7-9 Year Level Coordinators, will need to demonstrate the ability to work autonomously and collaboratively, meet tight deadlines within a pressured environment and think analytically to solve complex problems.

SC2 – Demonstrated ability to co-ordinate, manage and negotiate diverse needs.
· The PA to the Head of Junior High School, and Administration Assistant to the Deputy Head of Junior High School and the 7-9 Year Level Coordinators, will need to demonstrate skill in working collaboratively with other staff members.

SC3 – Demonstrated ability to communicate.
· The PA to the Head of Junior High School, and Administration Assistant to the Deputy Head of Junior High School and the 7-9 Year Level Coordinators will need to demonstrate highly effective written and verbal communication skills.

SC4 – Demonstrated ability in the management of relationships
· The PA to the Head of Junior High School, and Administration Assistant to the Deputy Head of Junior High School and the 7-9 Year Level Coordinators will need to demonstrate the ability to manage human relationships including students, parents and staff.

SC5 – Demonstrates personal integrity
The PA to the Head of Junior High School, and Administration Assistant to the Deputy Head of Junior High School and the 7-9 Year Level Coordinators will need to model a high standard of personal integrity.

Must have a current Blue Card; or be eligible to apply for a Suitability Card for working with children.
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