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1. POSITION SUMMARY 

Title: Facilities and Transport Manager 

Responsible to: CEO 

Campus: Kenwick 

FTE: Full-time (1.0 FTE) 

 

Description: 
 

The Facilities and Transport Manager coordinates the maintenance and continued 

improvement of the grounds, facilities and equipment at the Kenwick Campus and 

manages the College’s bus fleet to ensure its safe operation. 

 

2. INTRODUCTION 

 
Founded in 1959, the Association for Christian Education opened Rehoboth Christian College in 1966 to 

serve Christian families through the provision of Christ-centred schooling. The Association is made up of 

members who elect a Board; the Board in turn has appointed a Chief Executive Officer to be its 

representative.  

 

The Association currently operates three schools 

across two campuses in the southern suburbs of 

Perth. The campuses are located at Wilson 

(Kindergarten to Year 6) and Kenwick (Kindergarten 

to Year 12) with the Secondary School offering 

ATAR and Wholly School Assessed subjects.  

 

We view the Christian curriculum as a total package of all learning and shaping experiences in which our 

children are involved. It includes the work of the home, school, and church in a distinct three-way partnership. 

We encourage our students to examine the world and their role in it from a Christian perspective. This 

permeates interpretations, viewpoints, meanings, attitudes, values, contexts for understanding and more to 

comprise a holistic Christian worldview.  

 

Students examine important foundational aspects of the Christian faith (Creation, Fall, Redemption and 

Restoration) and are taught to view the Bible as the word of God which is completely trustworthy and reliable. 

Regular devotions, prayer, and Bible study are an integral part of College life, and we aim to lead our students 

to a point where they personally desire to think with the mind of Christ. 
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Rehoboth has a justified reputation for developing and delivering a distinct Christ-centred education, and for 

encouraging and guiding students in discovering their individual gifting and the path God has prepared for 

them (Ephesians 2:8-10). It is therefore essential that the person and office of the Principal (Secondary) be 

committed to providing Biblically-based leadership and management at the Secondary School in a manner 

consistent with the College’s Christian values and ethos.  

 

A whole-College approach, where students’ educational journeys have a clear and purposeful K-12 plan, is 

integral to the College’s educational philosophy. As such, the leadership and management of the Principal 

(Secondary) ought to be conducted within the framework of “three schools, two campuses, one college”. This 

model emphasises significant participation in the activities of the Senior Leadership Team, which is lead by 

the CEO. 

 

3. STRATEGIC GOALS OF THE COLLEGE 

 
As detailed in our Locus2019 Strategic Plan, we seek to implement seven initiatives over the period 2016-

2019 (see sidebar below). The College aims to employ teachers who are able to cogently demonstrate their 

alignment with these strategic goals and have experience with, or are determined to embrace, their 

implementation. 

 

Underpinning these initiatives is the concept of 21st century learning. This is 

predicated on the fact that learning is most effective when it takes place in a 

context that promotes collaboration and interaction. It is driven by a shift from an 

industrial-based 20th century model of education, which typically aims to “impart” 

knowledge to students, to the recognition of a “knowledge economy” accompanied 

by a skills-based model of education. This places an emphasis on collaborative 

approaches to problem solving and the application of learned skills. 

 

The 21st century learning model lends itself well to helping students develop an 

understanding that there is no area of life which can be considered neutral or where 

God is not Lord and King. At Rehoboth, teaching from 

the perspective of a sincerely-held Christian 

worldview, and ensuring that this view permeates the 

delivery of learning, is indispensable. For this reason, 

essential questions and threads are intentionally 

explored and incorporated in every lesson. The 

Locus2019 strategic cycle envisages that 21st 

century practices will be adopted in every learning 

area. 

 

 

 

 

 

 

 

http://rehoboth.wa.edu.au/wp-content/uploads/2016/03/RCC-Locus2019-Strategic-Plan-2016-2019-WEB.pdf
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The College has implemented the SEQTA Learning Management System and the incumbent may be required 

to use this application in various ways. Greater use of technology is now a growing feature of teaching and 

learning and the College has linked their appropriate adoption to its strategic goals. 

 

4. ROLE DESCRIPTION 

 

4.1 General Responsibilities 

 

This role comprises two distinct parts, a facilities component and a transport component. The successful 

candidate will demonstrate an ability to lead and manage both areas. In addition to the specific duties in 

sections 4.2 and 4.3, the successful candidate will also fulfil the following general duties: 

 

a) advise the OHS Committee on health and safety matters related to grounds, facilities and transport; 

 

b) ensure a safe and healthy campus environment, as specified by OHS guidelines; 

 

c) dress appropriately for each role: 

i. wearing safety boots and being “sun smart” when working outdoors 

ii. wearing black pants, black polished shoes and a College shirt and jacket when driving buses 

 

d) exercise overall responsibility for the daily security and of the campus, including locking and unlocking 

gates and doors as required and acting as the primary contact person for the College’s contracted 

security company, responding to after-hours callouts as needed; 

 

e) oversee any maintenance contractors employed by the College, such as electricians, plumbers etc; 

 

f) maintain records of the location of fire equipment and utility service lines – gas, water, electricity, 

phone etc; 

 

g) maintain records of the location of first aid equipment, including defibrillators; 

 

h) purchase and maintain any necessary supplies and equipment and ensure they are safely and 

securely stored; 

 

i) work in close liaison with campus staff and operate within the guidelines of practical budgeting. 
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4.2 Facilities Management 

 

The successful applicant will have the following duties related to the management of grounds and facilities: 

 

a) provide leadership and direction for the facilities team, which may comprise permanent, casual or 

volunteer staff; 

 

b) ensure grounds and facilities are well-maintained so that the College environment is safe, attractive 

and free from debris; 

 

c) liaise with the Senior Leadership Team to prepare and implement a preventative maintenance 

schedule, with annual, monthly and weekly activities and covering all aspects of campus maintenance 

 

d) ensure the campus Maintenance Log is up to date and liaise with Principals to prioritise and address 

day-to-day request for maintenance from staff; 

 

e) prepare and maintain play and grass areas, including ovals; 

 

f) plant and maintain trees, shrubs and gardens and oversee work carried out by other grounds 

employees and volunteers; 

 

g) maintain reticulation systems and monitor water usage; 

 

h) monitor any applicable environment issues such as the disposal of rubbish, use of chemicals, etc; 

 

i) mark grounds for sports activities as required, and maintain sports pits; 

 

j) maintain buildings, fixtures and fittings in a serviceable and attractive condition and in accordance 

with OHS guidelines; 

 

k) attend to all damage and breakages, including those caused by caused by break-ins outside of 

normal business hours; 

 

l) inspect and oversee the cleaning contractors’ work; 

 

m) clean confidential areas of the campus, such as offices, and ensure that verandas and entrances are 

clean; 

 

n) ensure that garbage bins are cleaned, and pick-ups organised. 
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4.3 Transport Management 

 

The successful application will have the following duties related to the management of the College bus fleet: 

 

a) drive the College’s buses on assigned daily timetables as well as on excursions, camps and other 

offsite activities as scheduled from time to time; 

 

b) operate the bus in a safe and effective manner so that: 

i. risk of injury, property damage and loss of life is minimised, including regular inspections of 

the fleet for any maintenance or repairs, passengers are wearing seatbelts at all times, and 

seeing to any other circumstance where passenger safety is a concern; 

ii. all relevant legislation, policies and procedures are adhered to; 

iii. the buses are cleaned and maintenance according to any approved scheduled and as 

needed; 

iv. the buses are refuelled according to any approved scheduled and as required; 

v. the buses are safely and securely stored. 

 

c) prepare rosters to ensure that all routes and planned bus usage is accounted for; 

 

d) prepare and implement schedules for regular maintenance, repairs, servicing, cleaning and other 

items as appropriate; 

 

e) prepare and implement timetables for daily home-to-school bus routes, advising the Senior 

Leadership Team on recommend changes and taking into account the needs of parents, staff and any 

other College activities; 

 

f) ensure vehicle log books are maintained in conjunction with other drivers; 

 

g) providing advice and information to the Finance Manager in relation to fleet expenses; 

 

h) providing leadership and management of the team of bus drivers; 

 

i) represent the College well in dress and conduct within the College and to the wider public. 
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5. SELECTION CRITERIA 

 

a) The applicant must be an active, committed Christian and should use brief statements to demonstrate 

knowledge and experience in the areas listed in sections 4 and 5. 

 

b) Possess a MR-license with F-Class extension, or willing to obtain one. 

 

c) Qualifications in horticulture or related areas and/or building maintenance would be well-regarded 

 

d) A trade qualification in an area of building maintenance would be well-regarded. 

 

e) Outstanding leadership, communication, personal management and problem-solving skills. 

 

f) Experience working in an educational environment is preferred, but not essential. 

 

6. GENERAL EXPECTATIONS 

 

At Rehoboth, the Facilities and Transport Manager should: 

 

a) be an active, committed Christian, preferably of the conservative evangelical and reformed 

persuasion, and display an exemplary Christian lifestyle which should include regular attendance at 

worship services and a general involvement in the life of the church; 

 

b) hold a valid Working with Children Check (WWCC) and current National Police History Check; 

 

c) be actively involved in the general life of the College, where appropriate; 

 

d) support the policies, aims, and strategic planning goals of the Board of the Association for Christian 

Education (ACE); 

 

e) be conversant with, and actively support, all College and ACE policies, including the Westminster 

Confession of Faith; 

 

f) demonstrate in all dealings with students a support of College rules and procedures; 

 

g) be punctual for all rostered days of work; 
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h) where appropriate, attend: staff devotions, staff prayer meetings, staff meetings, parent/teacher 

interviews, assemblies, ACE meetings (such as the March and October General Meetings), 

graduation/award nights, concerts, and other key activities and events on the College calendar; 

 

i) carry out extra duties as required by the supervisor from time to time; 

 

j) adhere to the specific requirements of a department within the College, or of the College in general; 

 

k) dress to an exemplary standard suited to the profession; 

 

7. PERSONAL REQUIREMENTS 

 

The Facilities and Transport Manager at Rehoboth should: 

 

a) be a practicing Christian role model; 

 

b) possess outstanding communication skills (with teachers, children and parents); 

 

c) have an ability to work independently and as part of a team; 

 

d) apply good personal management skills; 

 

e) be able to accept direction and supervision. 

 

8. INTERPERSONAL RELATIONSHIPS 

 

At Rehoboth, the Facilities and Transport Manager should: 

 

a) seek to establish a rapport with staff, students and parents; 

 

b) communicate with students, parents and staff in a clear, respectful, and professional manner that 

models Christ-like behaviour and seeks a similar response; 

 

c) maintain professional confidentiality regarding information about students and staff; 

 

d) complement the various teams of teaching and non-teaching staff operating within the College; 

 

e) participate in staff social functions as appropriate. 
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9. PROFESSIONAL DEVELOPMENT 

 

At Rehoboth, the Facilities and Transport Manager should: 

 

a) endeavour to keep up to date in areas associated with the various roles at Rehoboth; 

 

b) participate in particular appraisals schemes that operate within the College; 

 

c) attend nominated professional development days; 

 

d) avail themselves of the specific PD days which are made available to them in an area of need or 

interest. 

 

10. APPOINTMENT AND COMMENCEMENT 

 

Ideally the successful applicant will be able to commence duties on or about 1 January 2019. A contract will 

be negotiated with the successful applicant. 

 

11. GENERAL TERMS AND CONDITIONS 

 

General Terms and Conditions are available under a separate cover. 

 

12. CRIMINAL HISTORY AND WORKING WITH CHILDREN CHECK 

 

Should your application be successful, you will be responsible for providing a National Police History Check 

which is no more than three months old. This must be obtained using the Department of Education and 

Training application form. Only a clearance obtained from the Department will be accepted. No other State or 

Federal clearance will be accepted. The form can be obtained from the Department’s website: 

http://det.wa.edu.au/screening/detcms/navigation/screening-for-criminal-history/ 

 

You will also be responsible for providing a valid Working with Children Check. This must be obtained either 

from an Australia Post outlet or from the Business Office. More information can be found at the WWCC 

website: http://www.checkwwc.wa.gov.au/checkwwc. 

 

 

 

http://det.wa.edu.au/screening/detcms/navigation/screening-for-criminal-history/
http://www.checkwwc.wa.gov.au/checkwwc
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13. RIGHT TO WORK IN AUSTRALIA 

 

Applicants must show proof that they are legally entitled to be employed in Australia by providing an 

Australian passport, Australian Citizenship Certificate, or a Permanent Residency Visa. 

 

14. HEALTH 

 

Applicants need to declare any impairment that would interfere with their ability to perform the job for which 

they have applied. 

 

15. PERFORMANCE EVALUATION 

 

Rehoboth Christian College has a firm commitment to performance evaluation of its personnel, whatever their 

category and level, through the medium of a formalised system. The primary purpose of such evaluation is to 

assist personnel in professional development and in achieving the goals of the Association. It is envisaged 

that a performance evaluation will be undertaken each semester. 

 

16. APPLICATIONS AND CLOSING DATE 

 

Applications marked Private and Confidential should be emailed to email to ltriman@rehoboth.wa.edu.au or 

delivered to: 

 

Miss L Triman – Executive Assistant 

Association for Christian Education 

PO Box 82, CANNINGTON WA 6987 

 

Please ensure your application arrives no later than the closing date as advertised. It must include the 

following: 

 

 A cover letter applying for the position 

  

 A Rehoboth Christian College Non-Teaching Staff Application Form (available online at 
http://rehoboth.wa.edu.au/staff/employment/) 

 

  

 A comprehensive resume 

  

 Detailed statements addressing the capabilities to fill the role (selection criteria – address each area 
separately, drawing from your experience and providing specific examples where possible). 

 

 

mailto:ltriman@rehoboth.wa.edu.au
http://rehoboth.wa.edu.au/staff/employment/
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Should you have any further questions please do not hesitate to contact the Business Office on 08 9452 

1833. 

 
The closing date for applications is Thursday 22 November 2018. 

 

I have been provided with a copy of this Position Description: 

 

       

 DATE  APPLICANT’S NAME  APPLICANT’S SIGNATURE 
 

 


