
CLAREMONT COLLEGE  
HUMAN RESOURCES COORDINATOR (RE-ADVERTISED) 

Permanent Part-time  

5 days a week, term time only 

  

   Randwick location  

Commencing Term 1 2020 

 

ABOUT CLAREMONT      
Claremont College is a thriving co-educational primary school in the Eastern Suburbs, renowned across Sydney, 

as an Anglican school that achieves excellence in all aspects of its operation. The School aims to provide a 

comprehensive education within a caring and supportive Christian environment. Claremont College students come 

from a variety of cultural backgrounds, mostly from the Eastern Suburbs of Sydney. Claremont College is a very 

inclusive School where students with a wide range of abilities and special needs are catered for. Claremont College 

supports all students to learn, at their point of need within a fully integrated, collaborative, co-teaching model of 

teaching, within the classroom wherever possible. Our parent community is generally reflective of the 

demographics of our local area and parental support, consultation and involvement in the life of the School is a 

strength and highlight of our School community. 
 

There are around 55 full and part-time staff as well as casual staff.  
      

Further information about the School, its programs and Educational Strategic Plan is available on the College 

website: www.claremont.nsw.edu.au  
      

A. OUTLINE     

Reporting to the Principal and/or the Senior Leadership Team, the Human Resources Coordinator will be 

responsible for performing accurate, efficient and high-level HR administrative tasks, fulfilling and coordinating the 

HR activities for all School staff members across the full spectrum of the employee life-cycle. The Human 

Resources Coordinator is expected to be a role model with respect to professional and positive behaviours.  

 

Although the role has a primarily internal focus particularly with teaching and non-teaching staff, the incumbent will 
also engage with the wider school community and participate in events and activities as requested by the Senior 
Leadership Team and/or the Principal. 
 

The Human Resource Coordinator has the following key responsibilities:  
    

• Performing accurate, efficient and high level confidential HR administrative tasks;    
● Administration and implementation of HR systems, policies and procedures;  

● Handling of basic employee enquiries;  

● Together with the Senior Leadership Team, administer and coordinate HR activities across the employee 

lifecycle, including:     

-  Recruitment and selection processes; 

- Coordinating HR processing    

-  HR documentation;      

-  Induction;    

-  Employee relations;     

-  Remuneration, benefits and award details; 

 -  Performance management; 

 -  Work Health and Safety (WHS); 

 -  Learning and development; 

 -  Employee exit processes; 

 -  Data and records management of Human Resources records.      

 

http://www.claremont.nsw.edu.au/


In more detail, the successful candidate will be responsible for:  

● Filing and record keeping processes (both hardcopy and softcopy); 

● Understanding and applying both the Teachers and Support & Operational Staff Multi-Enterprise 

Agreements in addition to having an understanding of industrial relations legislation;  

● Proactively seek opportunities to streamline administrative processes which may include the use of 

technology and systems;  

● Drafting and editing position descriptions in consultation with relevant internal stakeholders; 

● Administering and coordinating recruitment processes – posting job advertisements (which includes both 

online and print newspaper/magazine advertising), organising interview schedules, preparing interview 

packages, supporting reference checking processes and ensuring compliance processes related to 

Teacher Accreditation and Working with Children Checks are completed.  

● Accurately administering HR documents which include but are not limited to employment agreements, 

salary review letters, employment variation letters, statements of service and other documents as 

requested; 

● Accurately and efficiently set up new employees into HR/Payroll systems;  

● Coordinate the induction process for new employees which involves liaising with the Senior Leadership 

Team 

● Provide administrative support on staff grievance, performance and disciplinary matters; 

● Collaborate with payroll to provide assistance in administering employee workers compensation including 

claims and return to work plans;  

● Support supervisors to ensure the timely completion of the staff probation process; 

● Assist with the coordination of staff performance appraisals and the completion of Leadership Development 

profiles;            

● Book, coordinate and record staff professional development activities; 

● Coordinate the departure process for exiting employees;  

● Participate as a member of the College’s WHS committee; 

● Support the delivery of HR projects; 

● Provide general assistance and support to the Senior Leadership Team on other matters as required; 

● Support the Senior Leadership Team to ensure that the College is compliant with people-related regulatory 

and legislative requirements in addition to MEAs for both Teaching and Support and Operational staff. 

   

B. ATTRIBUTES FOR THE ROLE 

 

The position calls for an HR generalist with a minimum of 5 years HR experience who is seeking a broad and 

challenging opportunity.  The successful candidate will be process-oriented, solution focused and motivated to 

drive efficiency improvements through streamlining activities. 
     

The role requires a genuine alignment with the values and strategic plan of the College, a respect for the Anglican 

ethos, and an ethical and moral approach, characterised by sensitivity and confidentiality, capable of influencing 

and positively impacting people at all levels of the College and externally. 
      

A tertiary qualification in Human Resources or a related discipline is required. Membership of the Australian Human 

Resource Institute (AHRI) is highly desirable. 
      

In order to be successful in this position and to make a strong contribution to the future of the College, the 

successful candidate will offer:  

● Excellent attention to detail skills; 

● Outstanding verbal and written communication skills; 

● Individual and team skills 

● A demonstrated ability providing confidential and high level HR administrative services; 

● Strong computer skills preferably with experience utilizing HR/Payroll systems; 



● Experience working within environments regulated by Enterprise Bargaining Agreements; 

● Some knowledge and understanding of industrial relations legislation; 

● A highly organised and disciplined approach to their work; 

● A demonstrated ability to generate system and process efficiencies; 

● Demonstrated skills in supporting the delivery of HR projects and initiatives;    

C. REPORTING RELATIONSHIPS         

Internal Relationships: In carrying out the responsibilities listed in the Position Description, the Human Resources 

Coordinator will liaise with staff across the College as required to achieve the requirements of the position.  

 

External Relationships: The Human Resources Coordinator will liaise with members of the College community, 

relevant committees and outside associations, as well as peers in similar schools as necessary to fulfil the 

objectives of the position. There will also be regular contact with outside consultants and contractors who perform 

HR contract activities for the College. 

 

 

D. TERMS AND CONDITIONS 

Remuneration for this position will be commensurate with the successful candidate’s experience and market 

conditions. An indication of renumeration is $100k plus superannuation, on a full-time equivalent basis.  

 

 

E. PRIVACY GUIDELINES     

1. In applying for this position applicants will provide Claremont College with personal information.  

2. If applicants provide personal information, for example name and address or information contained on 

resumes, the College will collect the information in order to assess the application. 

3. Applicants agree that the College may store this information for three months. 
 

Applicants may seek access to the personal information held by the College if unsuccessful in obtaining a position. 
However, access may be denied if for example access would have an unreasonable impact on the privacy of 
others. 
 

The College will not disclose this information to a third party without the applicant’s consent. If applicants provide 
personal information of others, they will be encouraged to inform them that they are disclosing this information to 
the College and why; that they can access this information if they wish; that the College does not usually disclose 
information to third parties; and that the College may store this information for three months.   
   
 

F. CHILD PROTECTION 

The successful applicant will be subject to employment screening processes with the NSW Office of the Children’s 

Guardian and will be required to make a formal child protection application and provide a current Working with 

Children registration number.      

 

 

G. THE EDUCATIONAL STRATEGIC PLAN AND AIMS OF THE COLLEGE 

The Educational Strategic Plan, annual reports, reports to parents on our initiatives to date, and the aims of the 

College are to be found on the College website: www.claremont..nsw.edu.au. 
 

Claremont College seeks to employ staff who are willing to align with the ethos of the school, are open to grow and 

be mentored, and who are enthusiastic in their involvement in the wider life and vision of the school.  Staff are 

expected to contribute to the extra-curricular life of the school. 

              

 

http://www.claremont..nsw.edu.au/


H. GUIDELINES FOR THE APPLICATION 

 

a)  To apply for this position you must be eligible to work in Australia, e.g. hold an appropriate and current 

Australian work visa 

b)  Applications should not be more than eight A4 pages as one attachment, PDF format preferred. Applications 

should have a covering letter of not more than one page, which includes a statement in support of your candidacy 

c)  Applicants must apply by completing the online application form available at www.claremont.nsw.edu.au or 

click here 

d)  All applications will be acknowledged after the closing date 

e)  Applications must also include the following information:      

• Personal details (a photograph is optional) 

• Qualifications (please include the date of each qualification and the name of the institution awarding the 

qualification) 

• A summary of your current position and responsibilities 

• A concise summary of your employment history (beginning with the most recent position) 

• Membership of any professional association 

• The names of 3 confidential referees  

• Current proof of working with children clearance documentation      

f)  Applications close Friday22 November 2019 

g) Applications must be addressed to The Principal, Mr Doug Thomas and emailed as a PDF (covering letter and 

CV) to employment@claremont.nsw.edu.au 

Note: Hard copy applications will not be accepted by hand or by post 

Further details about the nature of the role can be obtained by contacting;  
 

Mrs Kathy Clare Rochester (Principal’s PA)  

kc.rochester@claremont.nsw.edu.au or telephone (02) 93993217 extension 2. 

 

 

 

http://www.claremont.nsw.edu.au/
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mailto:employment@claremont.nsw.edu.au

