
11 January 2024  

 
 

P O S I T I O N  H O L D E R : Vacant 

S E C T I O N : Friends’ Early Learning 

P O S I T I O N  R E P O R T S  T O : Deputy Head of School – Early Learning to Year 1 

R E P O R T S  T O  P O S I T I O N : Nil 

C L A S S I F I C A T I O N :  The Friends’ School (General, Early Learning & 
Fitness) Enterprise Agreement 2021 Early 
Learning Classification 5, Scale B 

S T U D E N T  C A R E :  Yes 

P E R I O D  O F  A P P O I N T M E N T :  Permanent Part-time 

H O U R S  P E R  W E E K :  24 hours per week  
 

 
P U R P O S E  

To assist with the operations of Friends’ Early Learning by providing administrative support. 

 
P R I M A R Y  D U T I E S  

o Ensure that you report any child safeguarding issues with the appropriate mandatory 
reporting processes and promote a culture where children feel empowered to voice their 
concerns in creating a child safe environment. 

o Greet and welcome families as soon as they arrive at the centre and direct visitors to the 
appropriate person, room or office. 

o Answer, screen and forward incoming phone calls. 
 

o Receive, sort and distribute daily mail/deliveries, update calendars, and 
schedule meetings. 

o Receipt, collate and maintain petty cash float for the centre. 
 

o Receipt payments including EFTPOS, cash and cheques in a timely and accurate 
manner. 

o Order authorised resources. 
 

o Proficiently assist with enrolments, including the management of enrolment 
information, immunisation records, attendance records, waiting lists and 
booking orientation visits for prospective families. 

o Maintain the Daily Register and Illness Register. 
 

o Assist the Friends’ Early Learning Business Coordinator in maintenance of 
Xap CCMS. 

o Maintain centre security by following safety procedures and controlling access 
via the reception desk (monitor logbook, issue visitor badges). 

o Manage the Centre’s Google drives, email distribution lists including staff 
communication groups. 

o Ensure reception and other administration areas are tidy and presentable. 

 

P O S I T I O N  D E S C R I P T I O N   
A DM I N I S T R A T I O N O FF I C E R -  
F RI E N D S ’ E AR L Y L EA R N I N G 
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o Perform other related duties as required, such as filing, photocopying and 

attending and taking minutes at Centre staff meetings. 
 
o As required, provide child caring on floor support to the centre for urgent staff 

relief. 

o Work safely within the centre and take care of your own safety. 
 
D E L E G A T I O N S  

o Nil 
However, the position-holder may be required to procure goods within their area, using a 
School purchase order. The purchase order limit will be set by the Head of Department. 
Invoices resulting from these purchases must be authorised by the relevant budget holder. 

K E Y  R E L A T I O N S H I P S  
 

o Head of School, Early Learning - Year 6 
o Deputy Head of School, Early Learning - Year 1 
o Deputy Head of School, Years 2 - 6 / OSHC 
o Educational Leader, Friends’ Early Learning 
o Children and parents at Friends’ Early Learning 
o All Early Learning and Primary Years’ staff 

  



11 January 2024  

 
S E L E C T I O N  C R I T E R I A  

1. Have an understanding and experience of the 10 National Child Safe 
Standards which strive to protect children and young people from abuse and 
neglect. 

2. High level of interpersonal skills in dealing with parents, staff, students, 
contractors and the general public. 

3. Proven organisational skills, including an ability to prioritise tasks. 

4. Proven experience in operating a telephone system. 

5. Competency in the operation of office technology, in particular email and 
database systems. 

6. Experience in an education environment, preferably a childcare centre or 
school. 

7. Ability to work safely in an early childhood education environment and be fit 
to undertake the inherent requirements of the position. 

8. Show strong support for the Purpose and Concerns statement and ethos of 
The Friends’ School. 

9. Must hold a current Tasmanian Working with Vulnerable People registration 
(employment), be fully vaccinated for COVID-19 and have a National Police 
Check (less than 6 months old). 
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C O N F I D E N T I A L I T Y  

Given the role of working in Learning Support creates an environment where you will have access to 
confidential student information it is critical for the School to explicitly state the following. 
 
Definition 
 
Confidential Information includes, with the exception of information in the public domain, any 
information: 

• disclosed to you by or on behalf of The Friends’ School;  
• which comes into your possession, or is generated by you, in the course of your employment, 

whether or not the information was originally supplied by The Friends’ School;  
• relating to the dealings, financial arrangements, transactions, general affairs, details of 

suppliers, staff members, agreements entered into with The Friends’ School and the financial 
position of The Friends’ School and other matters that do or may affect the financial position or 
reputation of The Friends’ School; and 

• relating to internal management of The Friends’ School, the structure of The Friends’ School 
businesses, The Friends’ School personnel, policies, strategies, plans, or aspects of its future 
activities.  

 
Your obligations 
 
You are expected to: 

• use Confidential Information solely for the purpose of performing your duties;  
• take all reasonable precautions as may be necessary to maintain the confidentiality of 

Confidential Information;  
• not remove any Confidential Information from the School’s premises without its prior consent; 
• not (except in the normal course of carrying out your duties) copy or duplicate any Confidential 

Information without the consent of The Friends’ School and 
• immediately notify The Friends’ School of any suspected or actual unauthorised use, copying or 

disclosure of Confidential Information. 
 

Signed acceptance of the above position description: 

 

Name:  .............................................................................................................................................  Date:  ..........................................................  

 

Signature:  .............................................................................................................................................  

 

 

 
 


