
 
 

 
Information for persons enquiring about the advertised position of: 

 

Director of Boarding 
Commencing Term 3, 2017 

 

CLOSING DATE:  Close of business Monday, 1 May 2017 
 
APPOINTMENT TERM: Full-Time Fixed Term Contract for 5 Years 
 
ENQUIRIES:  All enquiries are to be directed to Mr Michael Kaiser, Head of College on         
   07 4688 2700 or email the Personal Assistant to the Head of College on   
   sonya.herndon@concordia.qld.edu.au  
 
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 current position and responsibilities, 
employment history 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  
 

 

OUR CONDITIONS OF EMPLOYMENT 

Remuneration, terms and conditions for this position will be negotiated to form an agreement which 

will incorporate the required aspects of the National Employment Standards, as contained in the Fair 

Work Act 2009.   

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 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 three separate campuses. The secondary 

campus at Stephen Street, and the primary campuses at Hume Street and Warwick Street 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 the 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.   

 

  



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 dedicated 

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 

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 

 Director of Boarding 
  

College Team: Leadership 
Position: Director of Boarding 
Tenure: 5 Year Fixed Term Contract 
Hours: Full-Time 

 
  

1. Summary of the broad purpose of the position in relation to the College’s strategic plan 
 
The Director of Boarding will provide leadership and management of staff and students with the emphasis on 
building a cohesive and effective team. A key aspect will be the provision of quality boarding programs and 
support services and effective communication with all stakeholders, especially parents, to provide an engaging 
and rewarding experience, and a sense of belonging to all boarders in the College’s care.   
 

2. Reporting / Working Relationships 
 
The Director of Boarding is a member of the College Leadership Team.  
 
The Director of Boarding is also a member of the Student Wellbeing Team, and the Boarder Parents Support 
Group.   
 

 
 

 



3. Statement of Key Outcomes & Associated Activities 
 
Boarding Staff 
 
1. Provide professional leadership for the boarding staff (currently 12 team members) that is 

supportive of the College’s strategic plan, the specific vision for boarding and policies of the College.  
2. Provide staff professional learning and development opportunities and manage processes of 

evaluation and review, including regular appraisals to ensure optimum management and pastoral 
care of all boarders.   

3. Ensure that all staff are familiar with Boarding House procedures so they are implemented 
consistently.  

4. Promote and maintain good morale and spirit amongst boarding staff, encouraging a cooperative 
team approach, through sound and regular communication.  

5. In conjunction with the Head of College, employ, induct and train boarding staff in a systematic and 
thorough manner.  

6. Conduct regular and structured meetings with Boarding staff and maintain appropriate records. 
7. Manage staff rosters.  

 
Boarding Students 
 
1. Work with the Director of Student Wellbeing to plan and deliver a boarding program that 

complements and supports the College program, recognising the requirement for balanced 
weekend activities. 

2. Maintain ongoing communication with parents and guardians regarding the wellbeing and progress 
of students. 

3. Be aware of, identify and support students with particular pastoral needs and requirements. These 
include students who: 
a. Have physical or emotional difficulties or impairments; 
b. Need support in managing current difficulties in relationships with other students or with staff 

within the boarding houses; or 
c. Are from other cultures. 

4. Encourage students to accept responsibility, promote College expectations (including the values of 
Lutheran schools) and be confident to manage situations within the boarding houses as they arise.  

5. Ensure appropriate opportunities for the spiritual development of students, including support of 
students attending Lutheran Youth Fellowship on the Stephen Street Campus or other local 
congregations.  

6. Regularly liaise with the Health Centre to ensure appropriate medical and health needs of boarders 
are met. 

7. Regularly liaise with the College Counsellor/s to support student wellbeing matters. 
8. Organise and oversee the range of programs provided for boarding students, including peer 

mentoring, tutors, Boarding Leader’s, and the activities calendar.   
9. Monitor the menu and regularly liaise with the Catering Manager to ensure boarder meals and all 

other food requirements are wholesome, satisfying and accommodating of dietary requirements.   
10. Appoint Boarding Leaders, after consultation with Boarding staff and leadership team members.  
11. Monitor and be responsible for the content and timely completion of all student reports.  
12. Establish and maintain a good working relationship with, and knowledge of, boarding families. 
13. In conjunction with the College Registrar, ensure the appropriate orientation and induction of 

students new to the College; particularly Year 7, International students and other domestic students 
who enrol part way through the year.  
 



 
14. Oversee the Boarder leave procedures and practices, including transport and travel arrangements 

to ensure the appropriate Duty of Care is provided to Boarders. 
15. Attend to the necessary management of student related disciplinary matters, which may involve 

consultation with the Head of College. 
16. Maintain high level communication with key College staff in terms of supporting the learning needs 

of students. 
17. Use TASS database to record student matters and ensure flow of information regarding students is 

appropriate and timely.  
 

Communication 
 
1. Maintain a high profile and presence amongst students, staff and parents through regular contact, 

both formally and informally.  
2. Be the first point of contact for the Boarder Parents’ Support Group and attend all their meetings 

and functions.  
3. Ensure parent and prospective parent contact is followed up promptly at all times. 
4. Make personal contact with as many boarder parents as possible during the school year, and 

introduce boarder parents to the Head of College when the opportunity prevails.  
5. Contribute an article and other relevant information to the College’s weekly parent newsletter ‘The 

Week Ahead’. 
6. Regularly review and update various Boarding publications including: 

a. The Boarding Handbook for students and parents; 
b. Boarding Staff Handbook; 
c. Boarding section of the College website; 
d. Posts on the College Facebook page; 
e. Weekend activities schedule. 

7. Assist in the preparation of other promotional material relevant to boarding. 
8. Attend boarding specific meetings eg. ABSA conferences. 
9. Keep Middle and Senior College Coordinators and where appropriate, Heads of Department, fully 

informed of relevant boarding matters. 
10. Be an active, constructive and committed member of the Student Wellbeing Team.  
11. In conjunction with the Director of Marketing and Enrolments, develop and implement regular 

surveys, including an exit survey, for boarders and their parents.  
 
 

Community 
 
1. Actively promote the College and specifically boarding within the current and prospective College 

community. 
2. Actively participate and support boarding marketing and promotion activities, including visits to 

country centres, rural shows, expositions etc. to promote the College.  
3. Actively support general College promotional activities, including Open Days, Orientation Days, 

Enrolment Interviews, Information Evenings and School Forums.  
4. Liaise with the Director of Marketing and Enrolments regarding boarder enrolments and the 

marketing of the boarding facilities.  
5. Act as the first point of contact for prospective boarding families, working closely with the College 

Registrar in providing tours of boarding facilities.  
 
 
 



 
General Management and Administration 
 
1. Implement, participate in and take a lead role in the development of programs and procedures that 

contribute towards the on-going improvements and effective management of the boarding houses.  
2. Be responsible for the administration and oversight of all boarding records ensuring all legislative 

requirements are met. 
3. Develop, recommend and implement contemporary boarding practices, policies and procedures, 

through professional memberships, conference attendance eg. ICPA and ABSA and school visits. 
4. Encourage and maintain a climate of quality and excellence within the College, and develop 

collaborative relationships with internal and external stakeholders.  
5. Be visible in the Boarding houses and particularly at meal times to reinforce and role model active 

supervision and ensure staff are supported.  
6. Regularly attend a cross section of co-curricular activities to ensure that the behaviour and conduct 

of boarders, in particular, is in accord with the expectations of the College and also to maintain a 
pastoral presence with boarders and their parents in the community.  

7. Attend College Leadership Team meetings and attend to matters resulting from meetings.  
8. Report fortnightly to the Head of College on the overall progress and development of boarding at 

the College, as well as boarding issues in general.    
9. Maintain a positive approach to change.  
10. Liaise with the Business Manager with respect to the services and support provided by Catering, 

Cleaning, Laundry, Maintenance and other such services that impact on the successful functioning 
of the Boarding community.  

11. Effectively manage, within delegated responsibilities and limits, financial and asset resources, 
ensuring that building, equipment and fittings are properly maintained.  

12. Prepare an annual budget submission for inclusion in the overall College budget. 
13. Be on-call in the event of emergencies overnight; the Head of College is available as back up.  
14. Ensure that all workplace health and safety requirements are implemented, including drills for fire 

evacuation and lock down are carried out as per the required schedule 
 

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. 
 

4. Educational / Vocational Qualifications / Other Requirements 
 

• Appropriate qualifications (Community Services, Youth Work, Teaching, Certificate IV in Residential 
Care) and / or equivalent experience in school based residential care of adolescents. 

• Current driver’s licence. 
• Current First Aid qualifications.  
• Current Blue Card (issued by Blue Card Services, Queensland) or eligibility for one.  
• Training in Restorative Practices is desirable.  
• An ability to obtain a bus licence is desirable. 

 
 
 
 



5. Personal Skills, Abilities & Aptitude 
 
Skills 

• Demonstrate a high level of managerial, technical and professional expertise, including the ability 
to lead, consult, delegate, analyse, plan and communicate to diverse stakeholders.  

• Written and oral communication skills appropriate for a range of audiences (students, colleagues, 
parents, international parents). 

• Time management and administrative skills and an ability to uphold deadlines. 
• A capacity to manage and resolve conflict that may involve students, parents and / or staff.  
• Possess computer literacy in a range of applications including Microsoft Suite and TASS. 

 
Abilities 

• Demonstrate willingness to commit to the College Vision, Philosophy and values underpinning the 
delivery of a Christian based education and service within the College community. 

• Able to empathise with and respond to the complex demands of a co-educational boarding 
environment. 

• Able to enthuse and inspire boarders and lead a team to create a positive collaborative living and 
working environment. 

• Demonstrated ability to establish and maintain effective, appropriate and productive relationships 
with adolescents and their parents.  

• Demonstrated ability to respect diversity and appreciation of differences (eg. Learning needs, socio-
economic background, culture, ethnicity) in both students and colleagues.  

• Able to analyse and resolve problems in a systematic and effective manner.  
• Demonstrated ability to plan and set goals to achieve outcomes. 
• Demonstrated ability to meet deadlines. 
• Demonstrated integrity and discretion when dealing with confidential information. 
• Demonstrated ability to make independent and appropriate decisions as they relate to student 

wellbeing in alignment with principles underpinning College values and strategic objectives.  
• A preparedness to devote sufficient time to such a senior position, both in and out of normal school 

hours.  
• Demonstrated commitment to on-going professional learning.  

 

6. Experience 
 
Required 

• A minimum of 5 years’ experience in a secondary boarding leadership role.  
• Effective leadership in collaborating with colleagues to develop and improve systems which support 

the holistic education of the student. 
• Experience in working with international and indigenous students. 
• Sound judgement with the ability to operate autonomously. 
• Sound understanding of Workplace Health and Safety requirements as they pertain to a boarding 

environment.  
 
 
 
 
 
 
 



7. Remuneration & Benefits 
 
Remuneration, terms and conditions will be negotiated to form an agreement which will incorporate the 
required aspects of the National Employment Standards, as contained in the Fair Work Act 2009.   
 
The position includes the provision of: 

- Full board (2 bedroom unit) for Director and family if applicable. 
- Eight (8) weeks leave per annum (non-cumulative), exclusive of a three (3) day Christmas shutdown. 
- A College issued mobile phone and notebook computer.  
- A College provided motor vehicle may be salary sacrificed, however a College vehicle will be 

available for work related travel as required.  
 

8. Performance Standards & Review 
 
An annual Performance Review is undertaken with the Head of College 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.  
 

 



 

 
 

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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