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MARIST COLLEGE ASHGROVE
POSITION DESCRIPTION:  
Administration Officer
REPORTS TO:
The position holder reports to the Deputy Head of College
CLASSIFICATION:
School Officer Level 4
HOURS:
5 days, term time (37.5hr/wk)
QUALIFICATIONS:
Tertiary qualifications in the area of Administration Services is highly advantageous.
KEY CHARACTERISTICS:
The employee in this position is required to demonstrate competency involving the application of knowledge with depth in some areas and a broad range of skills. There is a wide variety of tasks and roles in a variety of contexts, where there is complexity in the ranges and choices of actions required. Competencies are normally within a variety of routines, methods and procedures. Discretion and judgment are required for self and others in planning, selection of equipment, work organisation, services, actions and achieving outcomes within time constraints. 

Work is performed under general supervision. Progress and outcomes sought are under general guidance. 

KEY RESULT AREAS:
Within a variety of routines, methods and procedures operate the Responsible Thinking Centre under the general supervision of the teacher responsible for the RTC and; provide administrative assistance to the Deputy Head of College. 
SKILLS and ABILITIES: 
Skills and abilities of the following are required:
· An ability to relate to students, especially those experiencing family or behavioural problems

· Administrative and organisational skills

· Strong interpersonal skills 
KNOWLEDGE:
A knowledge of the theory behind the Responsible Thinking Centre, or the capacity to develop these understandings is essential. 
DUTIES:
Typical duties performed include, but are not limited to: 
· Supervising students sent to the RTC (students on Responsible Thinking Plans and internal suspensions).
· Maintaining all relevant paperwork and recording of information related to all visits to the RTC for example filing student learning plans, maintaining the database and communicating with relevant stakeholders. 
· Weekly reporting of students sent to RTC for all reasons. 

· Applying knowledge of advanced functions of computer software packages and the ability to manipulate and modify data.
· Providing high level administrative assistance in a timely manner or according to specific deadlines.
· Identifying students who are in need of intervention and liaising with teachers, HOH and parents according to the routines established by the College

· Initiating low level intervention in respect to students who are accessing the RTC on a regular basis.
· Supervising students taking exams in the RTC as required.
· Providing administrative assistance to the Deputy Head of College by:
· Managing the staff attendance list from Monday morning staff briefings and following up with staff as required;
· Maintaining the College App calendar and Teacher Kiosk Calendar as per the weekly Grove News;
· Assisting with the proofing of names for all College photos;
· Keeping an accurate record of all awards and award recipients presented at College assemblies;
· Assisting with administrative activities relating to the College Walkathon;
· Assisting with administrative activities relating to Graduation and Prizegiving;
· Creating and maintaining the yearly photo schedule;
· Timetabling data entry
· Assisting with general administration work as directed by the Deputy Head of College or a delegate. 
· Updating/uploading College Calendar into Teacher Kiosk Calendar as soon as College calendar is approved each year.
· Updating documents as required and general word processing as needed.
· Sending stock communication on behalf of Deputy Head of College.
· Sending communications regarding escalating student issues for example external suspensions as directed by the Deputy Head of College.
· All employees recognise and accept that multiskilling is an essential component of the College and may be required to undertake duties that are outside their normal position description but within their skills, competency, and capability.
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