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	Role
	Music Administrator

	Classification
	ESO Category B

	Reports to
	Music Program Leader & Learning Leader - Music



“Learning brings hope. Catholic educators see learning as a journey of endless possibilities, where students are energised to seek meaning and explore questions about the world around them…. The Catholic school community contributes to the full flourishing of all learners. The profession is challenged to use evidence to become more accountable. Evidence enables us to focus on the growth of the person.” - Horizons of Hope

Position Description

Marcellin College is a Catholic secondary school for boys, governed by Marist Schools Australia Ltd. The College is part of the mission of the Catholic Church and is a faith community where learning and teaching seeks the integration of faith, life, and culture. 

The Music Administrator supports the day-to-day logistics of the Music Department and provides administrative support to both the Music Department via the Music Program Leader and the Learning Leader – Music. 

The Music Administrator will need to be able to work autonomously and as a team member and have excellent interpersonal and administration skills. The role requires flexibility, calmness under pressure, problem solving skills, a logistical and lateral understanding of college needs and be solutions focused.

The role will have a broad range of administrative responsibilities and will require effective communication skills with all members of the school community, students and parents, external suppliers of services to the school and members of the general public.

The incumbent is expected to support and promote the vision and goals of the College as a faith learning community founded on the Gospels and Marist Charism. All College staff are committed to ongoing professional learning.

Commitment to the Catholic Ethos 

It is expected that all staff of Marcellin endeavor to uphold the Catholic and Marist identity of the College and to live out its vision. In practice this involves:

· An acceptance of the Catholic educational philosophy of the College

· Development and maintenance of an adequate understanding of those aspects of Catholic teaching that touch upon the aspects of their work

· Accept and appreciate Catholic teaching and Marist characteristics through their work and through personal example

· Comply with relevant VCEA and Marist Schools Australia Policies

· Embrace the College approach towards wellbeing and support relevant departments in monitoring student progress and wellbeing 
Key Responsibilities

Music Department Administration
· Provide efficient administrative and operational support to the Music Program Leader, Learning Leader – Music, tutors and departmental staff.
· Manage enquiries, correspondence, telephone calls, records, databases and front-of-house support for students, families, staff and visitors.
· Maintain effective administrative systems and provide regular progress updates to the Music Program Leader.

Events, Performances and College Functions
· Coordinate administrative and logistical requirements for Music and Performing Arts events, including Compass entries, bookings, schedules, communications, ticketing, transport, venues and backstage arrangements.
· Support major events, including Music Camp, Generations in Jazz, Jazz Night, VSMF, concerts, soirées, VCE performances and excursions.
· Provide coordination support for College liturgies, assemblies and significant events, including Commencement and Easter Liturgies, ANZAC Day, Champagnat Day, Valedictory, Night of Excellence, Open Day and other designated functions.
· Support the administration of ensembles, rehearsals, festivals, competitions and extracurricular music programs.

Private Music Tuition and Tutor Coordination
· Coordinate the Private Music Tuition Program, including enquiries, enrolments, lesson scheduling, attendance, parent communication and student participation records.
· Liaise with tutors regarding schedules, resources, attendance, payments and operational requirements.
· Schedule and monitor Campion lessons, ensuring accurate records of lesson delivery and student entitlements.
· Coordinate AMEB and ANZCA examinations, including registrations, payments, accompanists, rehearsals and recording results.

Instruments, Resources and Music Library
· Administer instrument hire, allocation, return, storage, maintenance and repair arrangements.
· Maintain accurate instrument, student participation and departmental resource records.
· Manage the Music Library, including the cataloguing, organisation and accessibility of music and related resources.


Finance and Budget Administration
· Process invoices, contractor and supplier payments, tutor payroll documentation and other departmental financial records.
· Support billing and payment follow-up for tuition, instrument hire, events and departmental activities.
· Assist with budget preparation, monitoring, reconciliation and reporting.

Copyright and Compliance
· Maintain accurate records of music and copyrighted material used at College events, performances and assemblies.
· Ensure copyright reporting and departmental records comply with applicable licensing and College requirements.

Friends of Music and Performing Arts (FOMPA) Support
· Provide administrative and communication support to Friends of Music and Performing Arts members and stakeholders.
· Assist with FOMPA event planning, promotional materials, documentation and operational arrangements.

Professional Learning and Collaboration
· Participate in relevant professional learning, team meetings and College activities as directed.
· Develop capability in ICT, digital resource management and other areas that support the evolving functions of the Music Department and Resource Centre.
· Contribute positively to a collaborative, responsive and service-oriented departmental culture.

Selection Criteria

Applicants should be able to demonstrate: 
· A commitment to the Catholic ethos and Marist spirituality
· Highly developed written and verbal communication skills, including presentation skills and sound administrative skills
· Highly developed interpersonal skills and the ability to relate to and engage with people at all levels of an organisation through collaboration and clear communication
· Highly developed organisational skills with success in event management
· An excellent sense of professional responsibility, including confidentiality
· An ongoing commitment to professional development and a capacity to adapt to new technologies

Current WWCC and Police Check

Commitment to child safety
· A demonstrated understanding of child safety
· A demonstrated understanding of appropriate behaviours when engaging with children. 
· Familiarity with legal obligations relating to child safety
· A commitment to undertake assigned child safety training in timely manner

Child Safety

Marcellin College has zero tolerance for child abuse and is committed to the safety and wellbeing of our students. The College and our governing body Marist Schools Australia have implemented a comprehensive Child Safeguarding Program in accordance with ‘Ministerial Order No. 1359 – Implementing the Child Safe Standards – Managing the Risk of Child Abuse in Schools and School Boarding Premises.

All staff at Marcellin College take an active role, and are well informed of their obligations, in relation to Child Safety under Ministerial Order No 1359. Employment at Marcellin College is subject to school policies including the Child Safeguarding Policy, Marist Child Safe Adult Code of Conduct, Staff and Student Professional Boundaries, Mandatory Reporting Policy and Statement of Principles Regarding Catholic Education being read, understood and adhered to by being proactive in reporting any concerns or identified risk. Where students are under staff care, there is an obligation to take all practical steps to protect students where a risk to students’ safety has been identified.

All staff at Marcellin College are committed to embedding a culture of Child Safety and implementing all child safe procedures and requirements when employing and engaging any workers including all employees, volunteers and contractors. For further information on our policies please refer to our Marcellin website.

Terms and Conditions of employment are as per the Catholic Education Multi Enterprise Agreement 2022 (CEMEA 2022). 
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