The Mac.Robertson Girls’ High School
Communications Officer
Hours: Part time fixed 0.6 3 days a week
Job ID number (Recruitment Online): 1207487
Closing date: 26 November 2020
Reports to: Communications Manager and Principal team
Unique in its status as a state-wide provider for girls from Year 9-12, The Mac.Robertson
Girls’ High School is a selective entry school which seeks to remain at the forefront of
education for girls in Australia.
Situated in the city adjacent to Albert Park Lake, the school offers outstanding facilities
for the delivery of its programs and is attended by students from a wide area of
metropolitan Melbourne. The selective nature of entry results in a broad socio-economic
and cultural mix of students with a strong commitment to academic excellence. The
school provides an educational experience that equips girls for tertiary study and
leadership roles in a range of fields and industries, and develops interests and skills to
enhance their personal lives.
We welcome applications to join our team from positive, forward-thinking professionals
who have a genuine desire to support our students to excel in all aspects of their
education.
How to apply:
Applications must be submitted via Recruitment Online
(careers.vic.gov.au), Job ID number 1207487
A copy of any attachments may also be emailed to:
hr@macrob.vic.edu.au

Selection Criteria

SC1 Demonstrated experience and skills in coordinating a specific education support function.
SC2 Demonstrated capacity to supervise the work of other support staff and to develop
procedures and guidelines relating to the work area.
SC3 Demonstrated high level oral and written communication skills.
SC4 Possess the technical knowledge and expertise relevant to the position.
SC5 Demonstrated capacity to provide advice and support to management in respect to the
work area.
SC6 Demonstrated commitment to professional learning and growth for both self and others.

Description
The Communications officer will:
• Ensure the school's visual identity is adhered to within all levels of the organisation
• Assess and establish systems to efficiently and clearly communicate relevant
information to parents and the community
• Coordinate and produce all of the school's official publications using InDesign
• Build the school's current reputation as an exemplary learning environment with a
focus on educating highly able young women
• Manage content on all of the school's social media platforms
• Coordinate website content and visual identity
• Manage and collate the school's photo storing archives
• Design and production support for the school's event materials and newsletter
• Work collaboratively with the existing Communications Officer to ensure a consistent
approach to whole school communications and marketing
Key requirements
• Demonstrated skills in full Adobe Creative Suite, InDesign and/ or willingness to learn
software use
• Copywriting and editing capabilities
• Proven skills in visual and communication design
• Working knowledge of G Suite, including Google Drive
• Internal stakeholder management competence

Role Description
Official publications
Coordinate the production of all of the school's official publications using InDesign, Illustrator,
and Photoshop. Working and liaising with relevant members of the Principal Team for final
approval.
Responsibility for the design of whole school handbooks and policy documents, including but not
limited to:
• Senior and Middle School Handbooks
• IB Handbook and IB Subject Guides
• Pallas Yearbook (guidance and advice)
• Transition documents/ handbooks, including Careers, Music Handbook among others
• Presentation designs for external use, PowerPoint
• Whole school policy templates
Responsibility for the correct content proofing and release of the above materials, with Principal
Team oversight.

Online Communications
• Ensure appropriate use of email correspondence as per school's guidelines.
• Manage and deliver relevant email communications following the school's guidelines
• Collate, manage and produce the monthly Newsletter
• Deliver the Newsletter to the school community
• Keep the school website updated with relevant content; upload appointments when
necessary
Social Media
• Manage, edit and produce content for the school's social media platforms, including
the school's website, that build organic engagement and reflect the school's philosophy
• develop and post engaging content, constantly developing the school's social media
brand identity
• Community management- regular monitoring of social media platform, moderate and
report to Principal Team as required
• Responsibility for the correct representation of the school within the current social
platforms- Facebook and Instagram
• Review and update social media guidelines annually or as needed
Newsletter from InDesign template
• Monthly Newsletter content gathering from staff via email
• Monthly collaboration of content and Newsletter production
• Coordinate proofreading directly with the Principal
• Manage send-out of the Newsletter to teachers, parents and the community via
Compass and update to website/ mailing lists
Photography
• Coordinate and manage photography capture for all of the school's events
• Centralise and categorise the school's server photo archive so that images are
appropriately categorised and available for use on promotional material
The Communications Officer role may include other duties within the scope of this position as
they arise.

