
 
POSITION DESCRIPTION AND SELECTION CRITERIA 

Position Title: Administrative Assistant 

School: Senior School (Years 7 to 12) 

Supervisor: Head of Senior School 
 

Type of Employment: Full Time 

Last Updated: July 2021 

 

BACKGROUND 

Organisational Environment 

The Anglican Church Grammar School (Churchie) is an independent School for day 
boys and boarders with 1800 students from Reception to Year 12.   

Since its inception in 1912 Churchie has pursued a philosophy of preparing students to 
be well-balanced men, contributing positively to the community. This pursuit is 
characterised by our emphasis on the four tenets of our education program: academic 
excellence, spiritual awareness, personal growth and service. The School’s academic 
program has implemented the National Curriculum and is tailored to assist each 
student reach his potential.  Our aim is to offer world-class educational programs that 
facilitate lifelong learning, by optimising opportunities for leadership, creative 
excellence, and participation for every student.  This combination of academic 
emphasis and an expectation of high standards of personal discipline will provide the 
best platform for success for all our students.  As a member of the Great Public Schools 
(GPS) Association, Churchie participates in a range of academic, sporting and cultural 
competitions against other long-standing Brisbane schools. Churchie is an IB World 
School, authorised to teach the Primary Years Programme (PYP) and the Diploma 
Programme (DP). 

As a community we strongly desire to work with the students, the parents and the 
School itself. We deem this community collaboration an integral part of our School 
operations and contributions. Creativity and innovation are effective through this 
relationship and by constant review we are able to provide high quality education for 
the young men of Churchie. 

Information for Prospective Staff 

Information can be found at www.churchie.com.au  
  

http://www.churchie.com.au/


 
DUTY STATEMENT 

Primary Purpose of Position 

To provide quality administrative and clerical support to the Senior School.  To assist in 
the provision of effective administration across the whole school through effective 
coordination and communication. 

The Administrative Assistant will form part of the Senior School Administrative Support 
Team known as MS24.  Each Administrative Assistant is allocated a specific 
department/area in which they will primarily assist.   

This role is predominately responsible for Teacher Absentees, with duty hours from 
6.30 am to 2.30 pm. This role also involves undertaking general administrative duties.  
Specific duties relating to this office are listed below. 

Please note the School reserves the right to alter this position description based on 
operational needs. 

Key Accountabilities 

Administration Assistant (responsibility for Teacher Absentees) 
• Provide clerical/administrative support across the Senior School; 
• Support the Deputy Head of Senior School to administer and record the 

replacement of teaching staff absent on a given day to ensure the smooth 
operation of each school day;  

• Compile staff duty rosters for examinations and special events; 
• Be available to commence duties from 6.30 am on school days (duty hours are 

from 6.30am to 2.30pm); 
• Compile reports and complete various administrative tasks as directed by the 

Head of Senior School and Deputy Head of Senior School; 
• Understudy and perform the duties of other positions in the Administration 

team of the School; 
• Other tasks as directed from time to time by Head of Senior School, Deputy 

Headmasters and Headmaster. 
 
General Administration 

• Completion of job requests from staff; 
• Monitor the sign in and out of students in line with the procedures of the school; 
• Perform other duties consistent with the level of this position as requested by 

senior staff; 
• Perform daily routine duties with other team members in an equitable manner. 

 
From time to time, additional duties may be required by the Head of Senior School. 
 
  



 
Other Information 

• Churchie is an equal opportunity employer and is committed to providing a safe 
and healthy work environment free from discrimination, harassment or bullying.  

• Applicants are expected to be committed to the principles of Christian 
education and will comply with the School’s values and code of conduct. 

• Smoking is prohibited in all areas of the School campus and including carparks 
and vehicles parked on the campus. 

• Applicants must possess (or be eligible to obtain) a current Blue Card. 

All staff are also required to familiarise themselves with and participate in necessary 
training regarding Student Protection in Anglican Schools Policy and Procedures and 
all other Churchie policy documents that are available on the School’s intranet. 

Work, Health and Safety 
• Take reasonable care to ensure personal safety and health at work and that of 

other persons in the workplace; 

• Observe all safe working practices as directed by the supervisor and the use of 
personal protective equipment as and when provided; 

• Report all accidents, incidents and hazardous situations arising in the course of 
work; 

• Apply first aid when necessary. 
 

Student Protection 
All employees of Churchie are required to familiarise themselves with the Student 
Protection in Anglican Schools Policy and Procedures. It is required they have a 
responsibility for the promotion and safeguarding the welfare of students with whom 
they come into contact and ensure compliance with the Schools’ Child Protection 
Policy Statement at all times.  If during the course of carrying out their duties, an 
employee becomes aware of any actual or potential risks to the safety or welfare of 
children in the school, they must report any concerns with the Student Protection 
Officer immediately.  All staff at Churchie are required to hold (or apply for) and 
maintain a current Working with Children Check – Blue Card QLD or be registered with 
and maintain registration with the Queensland College of Teachers. 

 

 

 

  



 
SELECTION CRITERIA 

The successful candidate will have: 

1. Intermediate to high level of skill with information technologies, including Microsoft 
Office (particularly Excel) and an understanding of database functionality.  

2. Strong communication, interpersonal and public relations skills.  A professional 
demeanour and approachable nature. 

3. Ability to maintain confidentiality and an understanding of ‘in-confidence’ practices.  

4. High level of organisational and time management skills. Demonstrated skills in 
being highly accurate and timely when given assigned tasks. 

5. Ability to work as part of the administrative team. 

6. Prior experience managing teacher absentee or rostering is an advantage.  

7. Eligible to work in Australia and possess (or be eligible to obtain) a current Blue 
Card. 

 
APPLICATION PROCESS 

Applicants should submit:  

1. A cover letter (1 to 1.5 pages) addressing the selection criteria by 
providing/describing examples of actual work that has been done, or actual 
participation in the relevant activity. 

2. A full resume. 

3. The names and contact details of your three (3) most recent professional 
referees who should be in a position to comment about performance in relation 
to the above criteria.  (Please note: in the case of those applicants short listed for interview, 
the School may contact your current employer following the interview).   

4. Relevant academic transcripts/records where applicable.  
(Please note: this is not your Graduating Certificate). 

5. A copy of your valid Blue Card or acknowledgement that you are eligible to 
obtain a Blue Card.  
 

 
Copyright of Anglican Church Grammar School (Churchie) 

 


