
 

 

 
 
 
 
 
 

 

Educator 
Early Learning Centre 

 
Position Description 

 

 
This is a full-time term-time only position. 
 
Somerville House, a day and boarding school for girls established in 1899, is a landmark in girls’ 
education, providing exceptional educational for students from Pre-Prep through to Year 12. 
Somerville students have the opportunity to participate in an extensive academic, sporting and cultural 
program, while receiving high standards in personal care and individual attention within the School 
community. 
 
The Early Learning Centre is an initiative of Somerville House, a Pre-Prep to Year 12 School of the 
Presbyterian and Methodist Schools Association. The Early Learning Centre offers centre-based care 
for children 3 ½ to 4 ½ years of age 48 weeks of the year, and includes a five day a week school term 
kindergarten program.  
 
As member of the Somerville House staff, the Educator will support the philosophy and aims of 
Somerville House and the Presbyterian and Methodist Schools Association (PMSA) and hold a strong 
commitment to independent schooling in a Christian context. 
 
The Educator works collaboratively with our experienced teachers in the delivery of a full-time Pre-
Prep program, and has responsibility for children either before or after the daily school program.  
 
Educators generally work in two teams from 6:45am to 2:30pm or 12:00pm to 6:00pm, during school 
term-time. Opportunities for additional hours may be available outside of school terms. The focus of 
responsibilities will vary for each team.  
 
The morning team works initially with the long day care session and transition to the Pre-Prep session 
as Educator from 8:00am to 2.30. The afternoon team will commence in the Pre-Prep session from 
12:00pm to 2:30pm and continues in the long day care sessional program until 6:00pm. 
 
This position reports directly to the Director of Pre-Prep, and the Head of Junior School thereafter. 
 
Key Focus Areas 

 Supporting the Director and the Teacher of Pre-Prep with the curriculum delivery, pastoral care, 
communication, day-to-day preparation and administrative tasks for a class of children.  

 

 Co-ordinating the day-to-day running and delivery of programs for children attending the ELC’s 
long day care sessional programs. The Educator will be accountable as the ‘certified supervisor 
placed in day-to-day control’ (in accordance with legislation) for the long day care sessional 
program.   

 

 Supporting the Director of Pre-Prep, in a broad range of administrative and reception activities 
that facilitate the effective and efficient operation of the ELC. The Educator will be expected to 
competently use payment management systems CCMS software, act with confidentiality, 
discretion, exercise good judgment and engage positively and professionally with, children, 
families, school staff and the community. 

  



 

Key Responsibilities 

 Supporting the Director of Pre-Prep, and Teacher, in a broad range of administration and 
reception activities to facilitate the effective and efficient operation of the ELC, such as 

 Data entry, report generation and competent use of CCMS software to regulatory authorities 
and liaison with Somerville House business office 

 Digital portfolio entries 

 Clerical duties and document preparation including confidential correspondence 

 Supporting the Teacher of Pre-Prep in a broad range of Pre-Prep classroom activities.  

 Collaborating with teachers and the Director, to document children’s learning, including making 
and recording observations, developing learning stories, contributing to portfolios and discussing, 
evaluating and reflecting on children’s learning. 

 Participating in events and experiences with children, to promote awareness of our community 
and reflect child-centred learning 

 Working under the Director’s guidance to develop programs for children attending long day care 
sessional programs 

 Independently implementing programs and demonstrating capacity to exercise judgment and 
discretion to modify programs to suit the strengths, interests and learning requirements of 
the children 

 Complying with the regulations of the National Quality Standard (NQS), policies of the ELC and 
the School 

 Implementing continuity processes to ensure children’s confident, secure and safe transitions to 
and from long day care sessional programs, under the Directors’ and Teachers’ guidance, 
independently carrying out the processes, including: 

 Communicating with families with discretion and judgment in relation to children’s 
experiences within the long day care session, and information about the Pre-Prep program 

 Communicating with ELC staff and Director about the child and the sessional program 

 Engaging in positive relationships with families 

 Displaying awareness and sensitivity to the needs of families and the community 

 Maintaining attendance and administrative records. 

 Working collaboratively with staff to foster positive staff relationships and a team orientated 
approach to practice  

 Taking part in professional development activities and other in-service courses provided by the 
School, or recommended by the Director 

 Supporting the School’s co-curricular activities and special events as required 

 Other duties as requested by the Director of Pre-Prep. 
 

Skills and Qualities 

 Diploma of Early Childcare or equivalent  with  minimum of 2 years’ demonstrated experience in a 
similar role, 

 A Working with Children Blue Card, including Positive Notice letter (or eligibility to apply) 

 Current Child Care First Aid Certificate with CPR, Asthma, Anaphylaxis qualifications, or 
willingness to acquire prior to commencement 

 Act as Fire Warden and assist with evacuations if required 

 Knowledge of the Queensland Kindergarten Learning Guidelines or similar, and associated 
experience in play based curriculum 

 Knowledge of the National Quality and  the Early Years Learning frameworks    

 Highly developed interpersonal skills and  ability to relate to children and their families 

 Experience and commitment to being a member of a team. 

 

Application Requirements  

Please submit your application using the official Employment Application Form for Non-Teachers 
(available under the ‘Careers at Somerville House’ section of our website), as well as a current 
Curriculum Vitae, and the contact details of three (3) professional referees.  

 

Applications will be treated as confidential and must be forwarded by email to 
employment@somerville.qld.edu.au.  
 

Please address applications to the Principal, Mrs Kim Kiepe, Somerville House.  
 
Applications close 5:00pm Wednesday 27 February 2019. 


