
 

 

 

 

 

 

 

 

 

St Paul’s College, as a Catholic School in the Edmund Rice tradition, contributes to the development  

of young people through education and their formation of Christian virtue and conscience.  

 

We are an integral part of Edmund Rice Education Australia and its endeavours to promote quality Catholic 

Education based on its Charter through leadership, service and co-responsibility.  We believe in the 

inestimable worth of every human individual, for each is made in the image of God and is a reflection of God’s 

goodness. 

 

An Education Support Officer at St Paul’s College will require the: 

• Ability to provide empathy to families especially those in need; 

• Ability to develop effective working relationships with a range of people; 

• Ability to communicate clearly with staff, students and parents; 

• Ability to maintain confidential information in relation to students and families. 

 

KEY WORKING RELATIONSHIPS 

The Receptionist is directly responsible to the Business Manager. 

Other key relationships include: 

Internal Relationships:  Principal, Leadership Team, Administration Team,Teaching and Non-Teaching staff 

at the College. 

External Relationships:  Members of the College Community, Catholic Education Office, EREA, Schools & 

Parishes and the general public. 

 

KEY ACCOUNTABILITIES: 

Customer Service 

Consistently and effectively: 

• Ensures all customers are treated as their number one priority; 

• Actively seeks to provide solutions for customers; 

• Meets minimum agreed Customer Service standards. 

Workflow Management 

Consistently and effectively: 

• Primarily responsible for receiving all visitors, parents, staff and students and addressing their particular 

 needs in an environment of hospitality; 

• As the primary operator, managing the school telephone system in an efficient and welcoming manner; 

• Maintains the efficient functioning of the front office area and the various duties involved; 

• Back up for maintaining absence reports and processes as required; 

• Back up for first aid for staff and students; 

• Back up for maintaining student medical records and accident reporting;  

• Distribute incoming mail, post outgoing mail and responsibility for reimbursement and operation of  

 postage meter, along with assistance with large mail-outs; 

• Manage goods inwards procedure and courier services; 

• Email incoming faxes in PDF format to appropriate staff; 

• Distribute general email; 

• Enter and update student confidential information data; 

• Assist with student filing (current and past); 

• Monitor photocopiers and other office equipment, arranging servicing and refills; 

• Assist with scanning and checking of conversion of paper to electronic files; 

• Process Bus and Musical ticket sales and reconciliations as required; 

• Undertake point of sale cashier duties;  

• Assist with any other duties as requested and negotiated with the Business Manager; 

RECEPTIONIST (Part-Time) 



Team Contribution 

Consistently and effectively 

▪ Contributes to a positive and vibrant workplace; 

▪ Seeks to help others and is seen as a ‘Team Player’. 

 

PERSON SPECIFICATIONS 

• Experience and competence in a range of computer software packages including the full Office suite to 

 an advanced level. This may include formatting correspondence and reports, including merging 

 documents with data, use of columns and tables; 

• Database management skills and the ability to accurately process high volumes of data using MAZE 

 program; 

• Ability to work independently and also with minimum supervision within a team environment; 

• Excellent time management and organisational skills, including the ability to meet deadlines; 

• Effective interpersonal skills and initiative when dealing with difficult situations; 

• Effective oral and written communication skills, in particular the ability to effectively and tactfully deal 

 with clients, ensuring cross-cultural sensitivity; 

• Demonstrate a high level of interpersonal skills. 

 

WORK HEALTH & SAFETY RESPONSIBILITIES 

Consistently and effectively 

Supports the implementation of a proactive WHS environment through the following areas: 

• Support the development and maintenance of a best practice WHS culture within their 

 Workplace. 

This role is deemed to be a Worker under the South Australian Work Health and Safety (WHS) Act 2012. 

 

As a Worker, while at work you must –  

• Take reasonable care for your own health and safety; 

• Take reasonable care that your actions or omissions do not adversely affect the health and safety of 

 other persons; 

• Comply, in so far as you are reasonably able to, with any reasonable instruction given by the employer; 

• Cooperate with any reasonable policy or procedure of the employer that is related to health and safety 

 at the workplace that has been notified to workers; 

• Encourage colleagues and others on the worksite to adhere to safe work practices. 

 

Reference: Division 4, Section 27 and 28 WHS Act 2012 

 

Legal and Policy Requirements 

• Comply with all relevant policies and procedures; 

• Improve systems of work and safe practices. 

Plans and Budgets 

• Implement relevant actions in WHS plans as required by your supervisor. 

Performance and Training 

• Participate in relevant WHS training programmes; 

• Provide appropriate WHS training for persons using designated areas. 

Risk Management and Hazard Control 

• Report hazards and unsafe workplace practices associated with the workplace to  

 their supervisor; 

• Suggest improvements or recommend changes to avoid, eliminate or minimise  

 workplace hazards. 

 

Incident Reporting and Investigation 

• Report work related injuries and incidents in accord with the Catholic Church Safety Manual; 

• Participate in the investigation of potential hazards, dangerous occurrences, WHS incidents and near misses 

 in accord with the Catholic Church Safety Manual. 

Consultation 

• Raise WHS issues with their work colleagues, supervisor, or local WHS committee, and assist with their 

 resolution; 

• Regularly discuss WHS issues with other staff at staff meetings; 

• Regularly consult with colleagues on WHS issues, and actively participate in WHS committees if required. 



Monitoring 

• Monitor and evaluate their WHS performance; 

• Monitor the health, safety, and well-being of work colleagues to ensure they can undertake their work safely; 

• Participate in workplace WHS inspections/audits, and assisting in the maintenance of WHS facilities, 

 resources, equipment and information. 

 

SPECIFIC REQUIREMENTS: 

Qualifications and Training 

• Basic First Aid Certificate; 

• Approved Mandatory Notification training; 

• Working with Children Check to work in Catholic Education SA; 

• Perform any other duties as required from time to time by the Principal; 

 

ACKNOWLEDGEMENT 

I have read and understand the requirements of this position. I acknowledge that this position information 

document has been designed to indicate the general nature and level of work performed by the incumbent 

and is not a comprehensive listing of all responsibilities, tasks and outcomes. 

 

 

Employee:  ____________________________Principal:  ________________________________________ 

   (PLEASE PRINT)    (PLEASE PRINT) 

 

 

 

 

Signature:  ____________________________Signature:  ________________________________________ 

 

 

 

 

Date:  ________________________________Date:  ____________________________________________ 

 

 

 


