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POSITION DESCRIPTION

SCIENCE LABORATORY ASSISTANT

In a natural, sustainable environment Billanook College aspires to provide an accessible, uniquely caring learning community in which students confidently create and navigate their own learning pathways. We do so with respect and appreciation of diversity, equity, justice and our place in a changing world.

At Billanook, our staff are central to our mission. We aim to recruit and sustain a workforce focused on the shared vision of Billanook College.

POSITION PURPOSE

To assist with the preparation and delivery of equipment and materials for the Science Learning Area, maintaining control of equipment and the laboratories in order to support the Science programs throughout the College in line with OH&S standards and current legislation.

REPORTS TO:	Learning Leader - Science

KEY ACCOUNTABILITIES

· Contribute to the maintenance the Science laboratories.
· Provide support for the Science programs throughout the College.
· Assist with the preparation and set up of experiments for Science classes.
· Clean and pack up completed experiments for Science classes.
· Assist with the control of equipment.
· Assist teaching staff, on occasions, with demonstrations and class practical work.
· Other duties as required by the Learning Leader - Science.

PERFORMANCE EXPECTATIONS

Preparation of Resources and Materials

Under the guidance of the Science Laboratory Technician:
· Make up solutions, reagents and media.
· Carry out regular servicing and organise repair of equipment if required.
· Offer assistance in developing new activities and trialling practical activities. 
· Ensure equipment requests are delivered promptly.
· Ensure maintenance requests are submitted promptly. 
Workplace Safety
· Participate in the regular review of the safety status of the laboratories.
· Maintain knowledge of and follow the correct procedures for handling all biological, chemical and physical materials used within the Science Learning Area.
· Follow safe storage practice of all materials used within the Science Learning Area.
· Keep updated file of Material Safety Data Sheets.
· Keep updated file system and control of all chemical and safety audits as well as risk assessments.
· Keep an updated equipment stock list which is easily accessible to all Staff. 
· Keep updated chemical register which is easily accessibly to all Staff.
· Ensure all hazardous (including biological) materials and dangerous materials are disposed of following current guidelines. 
· Ensure preparation areas are kept safe, neat and tidy.
· Understand and fulfil their legal responsibilities and share responsibility for the integrity of their profession.

Team Work

· Work alongside the Science Laboratory Technician and support activities as required including in support of the laboratory sustainability objectives.
· Offer assistance and support to Science staff.
· Co-ordinate the use of practical resources and facilities between Science teachers and Science areas.
· Communicate effectively face-to-face and via email and TEAMS.
· Foster positive relationships with staff and students.
· Demonstrate the ability and willingness to work across all areas of the school.
· Maintain knowledge of current best practice.
· Work collaboratively with other members of the profession and engage in discussion of contemporary issues and research to improve professional practice.
· Identify their own professional learning needs and plan for and engage in professional learning activities.
Child Safety

· Provide a safe and welcoming environment for all Billanook students and any young people who visit Billanook to engage in College approved activities.
· Promote the safety and wellbeing of children and young people to whom Billanook College provides services.
· Ensure that all interactions with students are positive and safe.
· Provide adequate care and supervision of all students, not only on the campus but whenever students are involved in Billanook College approved activities.
· Act as a positive role model at all times for students.
· Be aware and observant of key indicators of child abuse, neglect and harm with your students.
· Listen and respond to the views and concerns of children, particularly if they are telling you that they or another child has been abused and/or are worried about their safety or the safety of another.
· Report any suspicions, concerns, allegations or disclosures of alleged abuse to a Child Safety Officer. Follow the College guidelines Responding to Concerns about Child Abuse, Harm and Safety (available on internal network).
· Maintain valid VIT or WWCC (Employee) documentation.
· Report to the Principal any criminal charges or convictions received during the course of employment or volunteering that may indicate a possible risk to children and young people, including any such charges or convictions prior to employment.
· Participate in Child Safety and Wellbeing training.

Occupational Health and Safety 

· Participate in OHS related training.
· Adhere to Billanook College’s OHS policies and procedures.
· Comply with instructions given for the health and safety of themselves and of others and adhere to safe work procedures.
· Actively participate in the development of risk assessment and / or job safety analysis, identifying, assessing and controlling hazards.
· Report all hazards, injuries, incidents and near misses via Complispace and to the Chair of the OHS Committee.
· Assist with workplace inspections.
· Co-operate with management in its fulfilment of its OHS legislative objectives.
· Take reasonable care to ensure their own health and safety and that of others, and to abide by their duty of care provided for in the legislation.

KEY SELECTION CRITERIA

· Supportive of the values of Billanook College and Independent School education.
· A combination of relevant experience and qualifications, working in a school environment preferred.
· Knowledge of the requirements for VCE Physics, Chemistry, Biology and Psychology an advantage.
· Strong organisational and administrative skills with the capacity to manage multiple tasks.
· Efficient in the utilisation and organisation of resources.
· Well versed in risk assessment procedures, with experience using RiskAssess an advantage.
· Sound knowledge of Occupational Health and Safety legislation and requirements.
· Ability to work with and take direction from teaching staff.
· Experience with, and ability to, relate effectively and work well with secondary age students.
· Preparedness to work before and after school, and on occasional evenings to support the curricular and co-curricular programs of the College.
· Demonstrated initiative and flexibility.
· Capacity to work independently or as part of a team.
· Ability to work under general direction and to remain calm under pressure.
· Strong customer service skills and the ability to communicate effectively with a range of people.
· Commitment to professional learning and growth.
· Current first aid qualifications including Anaphylaxis Management and Emergency Asthma Management training preferable.
· Sound understanding of the Child Safe Standards and other mandatory reporting requirements as they apply to Victorian Schools, and a strong commitment to providing a child safe environment at all times.
· Commitment to the College’s Child Safety Policy and Code of Conduct.
· Current Working with Children and Victorian Criminal Record Checks. 
TERMS AND CONDITIONS
This is a part-time position.  Hours of work will be 9:00am to 5.06pm, two days per week during Term time only. 

The terms and conditions of employment are set out in the Billanook College (Educational Services Staff) Enterprise Agreement 2023 and the Educational Services (Schools) General Staff Award 2020. As such, the position is classified at Grade 2 level, which attracts a salary between $60,526- $66,387 gross per annum dependent on experience (pro rata).

Billanook College is committed to the safety, wellbeing and inclusion of our students.  The College has no tolerance for child abuse and is a child safe employer. 
All potential employees and volunteers will be required to comply with the College’s Child Safety Policy and Code of Conduct, which are available on our website. Billanook College performs thorough assessments of potential and existing employees in accordance with the legislated Child Safe Standards. The assessments will be used to ascertain whether the potential or existing employee is a fit and proper person and is suitable for child related work in a school environment.  The screening process includes, but is not limited to, the checking of potential and existing employees’ qualifications, identity, references, VIT registration, criminal record and Working with Children checks.
Billanook College is committed to the principles of Equal Opportunity Employment and the principles of merit-based selection, equity, diversity and procedural fairness in our recruitment process.
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