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SCHOOL ADMINISTRATOR for JUNIOR SCHOOL 

School Campus Junior School  
School Division College Services  
Reports to Head of Junior School and Business Manager 

Key Relationships 
Deputy of Junior School, Stage Coordinators, Senior Executive Leadership Members, 
Teachers and General Staff, Students and Parents. 

Employment Status 
☒   Full-Time ☒   Ongoing 

☐   Part-Time ☐   Temporary 

Remuneration 
Classification 

Independent Colleges NSW (Support and Operational Staff) Multi Enterprise 
Agreement 2021 

Tenure Permanent Position 

 

Oxley College is a well-established independent, co-educational, non-denominational Pre-K to 12 day school of 850 

students nestled in the scenic Southern Highlands of NSW. 

At Oxley, we hold a fundamental belief in the comprehensive education of the whole child. Our vision is to be a vibrant, 

/


 

Key Responsibilities  

The ideal role-holder will be responsible for: 

 

!ŘƳƛƴƛǎǘǊŀǝƻƴ 

 

 Support the Head of Junior School with day-to-day diary management and appointments. 

 Support effective and sensitive screening elements to support key projects and for work tasks to remain on 
track. 

 Provide administrative and compliance support to the Head of Junior School, including word processing, 
prioritising tasks, preparation of letters and business correspondence, maintaining of policies, notices, 
reports, agendas, presentations, minutes and other documents. 

 Type, proof-read and edit letters, documents and other communications as required. 

 Respond to, manage and coordinate administrative matters pertaining to Junior School as they arise and when 
appropriate. 

 Provide administrative support to the Deputy of Junior School as required including documentation and 
arrangements for student events. 

 Provide administrative support to assist with booking of parent teacher information and interview sessions. 

 Assist the Head of Junior School in preparation of each school year including run sheets, assemblies, awards 
and key events. 

 Compile and communicate bulletin notices of events and news for students, staff and parents through the 
Edumate system. 

 Responsibility of the Duty rostering for Junior School. 

 Purchasing requirements for Head of Junior School and Deputy of Junior School. 

 Willingness and flexibility to support other ad hoc tasks as directed. 

 Comply with College policies and procedures including Health and Safety requirements. 

 Be supportive of the values of Oxley College and willingness to be a part of the total life of the College. 
 

{ǘǳŘŜƴǘ 5ŀǘŀ aŀƴŀƎŜƳŜƴǘ 

 Liaise with the Registrar and other key staff on incoming/outgoing students. 

 Assist with processes associated with the selection of K-6 students for leadership/responsibility positions. 

 Maintain accurate student database records. 

 Provide student information from the school’s database as required. 

 Preparation of student diaries. 

 Provide administrative assistance with student enrolment interviews. 

 Management of Edumate templates, administration support and distribution of student reports. 

 Filing and maintaining of appropriate and up to date record keeping. 
 

LƴŦƻǊƳŀǝƻƴ ŦƻǊ {ǘǳŘŜƴǘǎ ŀƴŘ tŀǊŜƴǘǎ 

 Coordinate and act as the lead person for the Junior School Parent Teacher interview bookings, 
communications and support. 

 Attend Junior School Parent teacher interviews to provide administrative support as required. 

 Coordinate the organisation of parent information events and attendance. 
  



 



 

Desirable Skills  

The role-holder must: 

 Have excellent written English and effective interpersonal communication skills. 

 Articulate and engaging with a personal warmth that engenders mutual respect and builds commitment to 
the College. 

 Models optimism and a Growth Mindset. 

 Have excellent technological literacy across a range of applications. 

 Hold a valid and current Working with Children Check Number. 

 Must have exceptional attention to detail, organisational and time management skills. 

 Ability to work on multiple projects, set priorities and meet deadlines concurrently within a dynamic 
environment. 

 Ability to work independently on multiple tasks with minimal supervision. 
 

Reporting Relationships  




