
 
 

 
Information for persons enquiring about the advertised position of: 

 

Learning Support Coordinator 
Commencing in Term 3, 2017 

 

CLOSING DATE:  Close of business Friday, 23 June 2017 
 
APPOINTMENT TERM: Permanent Full-Time Teacher Appointment 
 

Fixed Term initial three (3) year contract to Position of Added Responsibility 
(Learning Support Coordinator) which can be further extended to a maximum 
of six (6) years in accordance with the provisions of the Enterprise Agreement. 
At the end of a total 6 year appointment, the position will be re-advertised. 
The position incumbent may re-apply for the position.  

 
LOCATION:  Stephen Street Campus – Middle and Senior College 
 
ENQUIRIES:  Any enquiries or questions are to be directed to Ms Wendy Bowen, Director 
   of Learning and Innovation on 07 4688 2700 
 
HOW TO APPLY : Applications should include the following: 

(a) A detailed and comprehensive Covering Letter addressing the relevance 
of your qualifications, skills and experience to the position requirements 
in the attached Position Description. 

(b) A current Resume including academic and professional qualifications, 
current position and responsibilities, employment history, QCT 
registration number, and the names and contact details of two referees. 

    Applications should be emailed to employment@concordia.qld.edu.au 

 

 It is important that you read the enclosed information before proceeding with your application. 

 Our Conditions of Employment 

 College Information 

 College Philosophy Statement 

 Position Description 

 Employment Collection Notice  
 

  

154 Stephen Street 
Toowoomba Qld 4350 
T 07 4688 2700 
F 07 4688 2799 
 

employment@concordia.qld.edu.au 
www.concordia.qld.edu.au  
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OUR CONDITIONS OF EMPLOYMENT 

Concordia Lutheran College, as a school of the Lutheran Church of Australia, and terms and conditions 

of employment will be in accordance with the Queensland Lutheran Schools Single Enterprise 

Agreement 2016. 

A copy of the Agreement can be accessed by the following link: 

http://leq.lutheran.edu.au/qldlssingleea2016/ 

 

OUR COLLEGE 

Concordia Lutheran College is a Christian coeducational day and boarding school of the Lutheran 

Church of Australia for students from Years P-12 across four separate campuses. Stephen Street, Hume 

Street, Warwick Street and an Outdoor Education Centre combine to form a united College. 

At Concordia Lutheran College we are committed to the value and importance of girls and boys 

learning and working together as they will in their adult lives.  We seek to develop the talents of every 

individual to achieve personal goals, enabling each student to make a full contribution to their 

community and know that they are a valued member of society. 

Since its foundation in 1946, Concordia Lutheran College has grown to become one of the Darling 

Downs' most respected and influential coeducational, boarding colleges.  As a Christian College, we 

endeavour to make Concordia Lutheran College a community of students, staff and parents who 

support the College's values and aims. 

Our academic learning program is shaped for different ages and needs in Junior, Middle and Senior 

College. We believe that learning structures should build confidence but continually challenge; and 

should offer support but encourage independent study. Our focus on literacy and numeracy as the 

backbone of the curriculum and our innovative learning programs help each student to reach his or 

her academic potential; this is demonstrated in our strong scores in external tests at various levels. At 

the same time, our flexible pathways acknowledge and foster vocational and practical talents. A 

month-long outdoor education program in Year 10, supported by a vast range of co-curricular 

technology, sport and music options, contribute to enhanced student achievement.  

At Stephen Street Campus, we are proud of our Boarding facilities which are available for students 

from Years 7-12.  We encourage our students to develop a love of learning, enquiring minds and 

become logical, lateral and independent thinkers but more importantly to become active and caring 

members of a community.  Our team of talented and dedicated teaching and non-teaching staff work 

with students and parents as partners in all school activities.   

 

 

 

http://leq.lutheran.edu.au/qldlssingleea2016/


OUR COMMITMENT 

Our fine reputation for treating students as individuals is a direct result of the Christian values which 

underpin the school.  A strong commitment to pastoral care has created a community where people 

are valued, and clear behavioural expectations are upheld. 

Educationally, we are committed to responding to the needs brought about by the challenges of an 

ever-changing world.  The pursuit of excellence is complemented by the provision of practical subjects 

and the opportunity for personal growth through the outdoor education experience at a Lutheran 

Outdoor Education Centre.  Our stimulating and challenging program aims to provide young people 

with a firm foundation – both educationally and spiritually – in preparation for life. 

Boarding students at Concordia Lutheran College are cared for by experienced staff.  Nutritious meals, 

structured study, a stimulating recreational program in modern boarding facilities makes life at 

Redlands Campus, Concordia Lutheran College attractive. 

 

 

 

 



 
 

 

PHILOSOPHY 
 
 

CONCORDIA LUTHERAN COLLEGE  

As a coeducational school of the Lutheran Church of Australia, Concordia Lutheran College exists 
to nurture and empower young people to shape and enrich our world through a life of faith and 
service. We are a Christian community where God’s message of grace is proclaimed, and this 
guides how we teach, live and work together. 
  
 

Our Vision 
 

At Concordia each individual is valued. Consequently we seek to develop the whole person 
socially, emotionally, spiritually, physically as well as cognitively, through a broad range of 
educational opportunities and unique learning environments. Our vision is that students would 
become life-long learners and proactive citizens of the global community, utilising their God-
given gifts and talents for the benefit of others. 

 

Our Purpose  
 
Our purpose is to nurture individuals who are; aware of their humanity, open to the influence of 
the Holy Spirit, and are growing in and living according to a cohesive worldview. 
 
We encourage students to become: 

 Self-directed and insightful 

 Discerning and resourceful 

 Adept and creative 

 Open and responsive  

 Principled and resilient 

 Confident and caring 
 

Our Values 
 

We value: 

 The centrality of the Gospel 

 Faith and Service 

 Integrity and courage 

 Respect and compassion 

 Responsibility and accountability 

 Striving for excellence 

 Gender Equity  

 Cultural diversity 

 Stewardship of the earth 
 



POSITION DESCRIPTION 

 Learning Support Coordinator 
  

College Team: Curriculum 
Position: Learning Support Coordinator 
Tenure: Permanent Full-Time Teacher 

Fixed Term initial three (3) year appointment to Position of Added Responsibility -  
Learning Support Coordinator 

  

1. Summary of the broad purpose of the position in relation to the College’s strategic plan 
 
The Learning Support Coordinator has responsibility for promoting an inclusive and positive learning 
environment through the coordination, oversight and monitoring of students in Years 7-12 with identified 
educational needs, including gifted students. The position also incorporates oversight of the learning support 
needs in Years P-6, through consultation with Junior College Teaching and Learning Support staff. 
 
These responsibilities will be achieved through extensive collaboration with classroom / subject teachers, the 
development of detailed Individual Support Plans and the organisation of required support for identified 
students. A commitment to the College ethos and a demonstrated Christian value set and intent will guide your 
approach. 
 

2. Reporting / Working Relationships 
 
The Learning Support Coordinator reports to the Director of Learning and Innovation and is a member of the 
Curriculum and Pastoral Care Teams.  
 
The College is committed to supporting students with identified needs within a mainstream schooling context, 
therefore demonstrated ability to develop and maintain positive working relationships with staff at all levels, 
as well as parents and other external agencies is a key requirement of the position.  
 
The Learning Support Coordinator has two dedicated learning support Teacher Assistants who assist in the 
delivery of additional support for individual students and their learning needs.  
 

3. Statement of Key Outcomes & Associated Activities 
 
Curriculum Support for Staff 
 
1. Assist with the development of relevant College guidelines, support structures and initiatives to 

facilitate the inclusion of students with additional needs. 
2. Establish positive and effective relationships with students, and encourage them in a positive and 

appropriate sense of self-worth.  
3. Consult with relevant staff as required, to develop, modify and implement programs and adjustments 

to meet the needs of identified students eg. IEPs 
4. Encourage collaborative consultation with relevant staff to ensure the implementation of appropriate 

curriculum differentiation, as required. 
5. Provide assistance to teachers in devising, locating and adjusting curriculum, differentiated resources 

and assessments. 
 
 

 



6. Organise Middle and Senior College standardised testing using the PAT tests to identify student needs. 
Record results and communicate to relevant staff a summary statement on the needs of the year level 
or class cohort.  

7. Provide and/or contribute to Professional Learning for Teachers and Teachers Assistants so as to assist 
with providing strategies that provide for positive educational outcomes for students with additional 
needs. 

8. Collaborate with the Leadership Team in determining appropriate allocation of support and resources 
(within annual budget and funding parameters) to provide the best possible assistance and resources 
for students requiring additional learning support.  

9. Liaise with the Director of Learning and Innovation and Director of Student Wellbeing with regard to 
the placement of students in appropriate classes. 

10. Collect and coordinate prior assessment data and other relevant information to provide classroom 
teachers with an annual overview of those students with additional needs. This should include 
suggested strategies for curriculum adjustments, exam practices and pedagogical approaches. 

11. Maintain an information database of students requiring support and track such data annually.  
12. Develop and disseminate student profiles to staff.  
13. Allocate Teacher Assistant support and advise Teachers on how to use such support staff effectively. 
14. Provide assistance, support and advice to all staff with regard to professional development and 

professional practice in the area of learning support.  
 
Curriculum Support for Students 
 
1. Identify those students that may require additional learning support through a regime of: Junior College 

consultation, data analysis, diagnostic reports, assessments (eg. PAT testing) and other referrals.  
2. Liaise with the Junior College Directors of Campus, the Junior College Teaching and Learning 

Coordinator, the Student Counsellors and other appropriate support staff to effectively manage the 
transition of identified students from the Junior College into the Middle and Senior College.  

3. Utilise the information from diagnostic testing to inform teaching and learning programs. 
4. Develop individual educational plans in consultation with other support staff and parents.  
5. Coordinate adjustments to teacher’s programs and the provision of authentic and appropriate 

assessments for students with additional needs (as required). 
6. Oversee the process that allows provisions for students for timed assessments and additional working 

time throughout the year. 
7. Through the Director of Learning and Innovation, coordinate student applications for special exam 

arrangements for the QCAA.  
8. Collaborate with key College Staff, Teachers and Teachers Assistants in developing health care plans, 

transition plans, behaviour management plans and access plans for students with disabilities.  
9. Promote peer education for mainstream students about disabilities and students with additional needs. 
10. Where necessary, provide assistance on excursions or camps to facilitate attendance by students with 

additional needs.  
11. Liaise with the Student Counsellors and other relevant professionals in regard to testing to 

ascertain/determine a student’s ability as well as liaising about issues related to the student’s well-
being. 

 
Communication 
 
1. Liaise at all levels of the College and give appropriate advice on all matters related to the Disability 

Discrimination Act and the Disability Standards for Education. 
2. Assist the Director of Learning and Innovation in establishing appropriate class placements, timetables, 

reporting and curriculum differentiation. 
3. Assist the Director of Student Wellbeing regarding pastoral care needs and the management of 

students with additional needs and their families.  
4. Work with staff to promote a whole school awareness of disability issues. 
5. Liaise with the Middle and Senior College Coordinators regarding pastoral care needs and the 

management of students with additional needs and their families. 



  

6. Liaise with Heads of Departments to ensure that the curriculum and assessments are differentiated and 
developed to cater for students with additional needs.  

7. Provide clear and competent leadership for Teacher Assistants within the Learning Support area and 
assist in the recruitment, induction, supervision, mentoring and appraisal of such staff. 

8. Work with other external agencies, authorities and stakeholders to ensure best outcomes for students 
with additional needs. 

9. Organise parent information sessions and report student progress against identified goals to parents. 
 

 
Administration and Accountability 
 
1. Coordinate the construction, submission and monitoring of the Learning Support Area budget in 

consultation with the Business Manager. 
2. Liaise with the Director of Learning and Innovation in preparing, completing and overseeing State and 

Commonwealth funding applications. 
3. Coordinate and document the collection of NCCD data and the organisation of all relevant information 

in preparation for validation.  
4. Oversee the recording and submission of data to relevant external agencies and authorities that 

captures the nature of the students with additional needs and the levels of adjustments required for 
such students (NCCD, QCS and Naplan testing etc). 

5. Maintain confidentiality in regard to sensitive or private information about students, families, 
colleagues and the College, and also communicate information appropriately when necessary in the 
interests and well-being of the College community.  

6. Attend all Teacher Forums and Curriculum Meetings and actively and appropriately represent issues 
raised within the Learning Support Area.  

7. Liaise with key College staff to ensure the effective management and coordination of important events 
and activities associated with the Learning Support Area.  
 

Community 
 

1. Actively promote the College and specifically the Learning Support Area within the current and 
prospective College community. 

2. Ensure the underlying values of the College and of Lutheran Schools are embedded in practice within 
the teaching and learning process and other events associated with the Learning Support Area.  

3. Establish positive relationships with parents and family members, responding promptly to parent or 
student concerns.  

4. Communicate with parents in regard to student’s course choices or other curriculum related issues.  
 
Other 
 
1. Comply with relevant legislation, policies and procedures, applicable to the role. 
2. In addition to, and in conjunction with the above, perform such other duties as may be directed by the 

Head of College (or delegate) from time to time, having regard to qualifications, training and 
experience. 

 
 
 
 
 
 
 



6. Classification Level 
 
Concordia Lutheran College is a school of the Lutheran Church of Australia, and terms and conditions of 
employment will be in accordance with the Queensland Lutheran Schools Single Enterprise Agreement 2016. 
 

7. Performance Standards & Review 
 
An annual Performance Review is undertaken with the Director of Learning and Innovation to determine 
capacity to meet the demands of the role; where additional skills training is required and what level of job 
satisfaction is being obtained.  
 
 

 

4. Experience and Qualifications 
 
Essential 

• A tertiary qualification within the area of Learning Support / Special Education.  
• Be currently and fully registered with the Queensland College of Teachers (QCT).  
• A minimum of five years teaching experience. 
• A working knowledge of appropriate learning support strategies, policies and current practice.  
• Familiarity with and knowledge of the Australian Curriculum, and QCAA syllabi and assessment 

practices.  
• Demonstrated capacity to work collaboratively and professionally with other key staff in organising and 

coordinating the ongoing support of students with additional needs.  
• Demonstrated understanding of curriculum adjustments and pedagogy required for students with 

additional needs.  
 
Desirable 

• Experience in leading the Learning Support Area. 
• The ability to teach English would be an advantage.  

 

5. Personal Attributes 
 

• A strong commitment to the College Vision, Philosophy and Values underpinning the delivery of a 
Christian based education and service within the College community. 

• Demonstrated ability to work cooperatively and collaboratively as a member of a team.  
• Demonstrated ability to demonstrate initiative, drive and a strong sense of professionalism. 
• Demonstrated capacity to manage staff relationships in a manner that enhances productive working 

relationships and outcomes. 
• Demonstrated ability to communicate effectively, delegate appropriately and work empathetically with 

others.  
• Demonstrated ability to set goals, prioritise work and manage multiple simultaneous tasks.  
• Demonstrated ability to work with a wide range of staff and build meaningful and professional 

relationships with students and families. 
• Demonstrated interpersonal and communication skills. 
• Demonstrated organisational and administrative skills with a strong attention to detail. 
• Demonstrated commitment to continuous learning through own personal development and knowledge 

of effective teaching practices for students with disabilities and learning needs.  
 



 

 
 

Employment 
Collection Notice 

Privacy Policy 

 
Concordia Lutheran College 

154 Stephen Street 
TOOWOOMBA  Q  4350 

Telephone:  07 4688 2714 
Fax:  07 4688 2710 

www.concordia.qld.edu.au 
employment@concordia.qld.edu.au 

 
1. In applying for this position you will be providing Concordia Lutheran College with personal 

information. We can be contacted as follows:  

154 Stephen Street  
Harristown QLD 4350  
T 07 46 882 700  
enquiries@concordia.qld.edu.au  

 
2. If you provide us with personal information, for example, your name and address or information 

contained on your resume, we will collect the information in order to assess your application for 
employment.   

 

3. The College's Privacy Policy (a copy of which can be obtained online at 
www.concordia.qld.edu.au) contains details of how you may complain about a breach of the 
APPs or how you may seek access to personal information collected about you. However, 
there may be occasions when access is denied. Such occasions would include where access 
would have an unreasonable impact on the privacy of others.  

 

4. We will not disclose this information to a third party without your consent.  

 

5. We are required to collect information regarding whether you are or have been the subject of 
an Apprehended Violence Order and certain criminal offences under Child Protection laws. We 
may also collect personal information about you in accordance with these laws.  

 

6. The College may store personal information in the 'cloud', which may mean that it resides on 
servers off campus.  

 

7. If you provide us with the personal information of others, we encourage you to inform them that 
you are disclosing that information to the College and why, that they can access that 
information if they wish and that the College does not usually disclose the information to third 
parties.  

 

8. Generally, if your application for employment has been unsuccessful, your personal information 
will be securely disposed of following the completion of the recruitment process. However on 
occasion, some applications are retained on file in the event of a similar vacancy arising in the 
future. If you do not wish for the College to retain your personal information for this purpose, 
please advise us.  
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