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Position Description 

	Position Title
	Director of College Organisation

	Reporting Relationships
	Directly to the Principal

	Leadership Strand
	Operations

	Classification Level 
	POL 5 - POL 4 + POL 1 (College Leadership Team Membership)

	Time Allowance
	24 x 50-minute periods over a two-week cycle
This role is supported by specific administrative support – Administration Officer Daily Organisation and Timetabling

	Tenure
	Four years (2025 to 2028)




	Role Summary

	The Director of College Organisation is a member of the College Leadership and Planning & Policy Team and as such, assists and supports the Principal in strategic, tactical and operational aspects of school leadership. Each team member fulfils a role in promoting and celebrating the College’s identity as a Catholic school in the Josephite tradition and shares the responsibility of inspiring and leading staff and students in their commitment to the core values of the College 

The Director of College Organisation is responsible to the Principal for the planning, organisation and efficient running of the College, in particular, is responsible for all matter directly related to College organisation specified here within.

This is a role that requires flexibility, calmness under pressure and problem-solving skills. An ability to negotiate and to accommodate vested interests within the College and to communicate with appropriate leadership team members and members of staff is an essential component of the way this position needs to be fulfilled.

The role is supported by the Administration Officer Daily Organisation and Timetabling who is responsible for assisting with timetabling administration, the effective daily function of college activities, including the deployment of staff, supporting teachers in completing risk assessment documentation for excursions/camps/retreats/sport and assistance with organisation of whole school events.



As a Leader at Mary MacKillop Catholic Regional College (MMCRC) you will actively live out the following Leadership attributes:
· Support MMCRC’s vision and mission as a Catholic school and uses this as inspiration in all discussion and decision making.
· Promote the mission and Catholic ethos of the College.
· Ensure that all aspects of College life are permeated by the spirit of the Gospel and the charism of St Mary of the Cross MacKillop
· Committed to and promotes the lifelong learning of students and staff.
· Have high aspirations for learning that inspire staff, students and the community.
· Understand, apply and share contemporary, educational research, theory and practice in pedagogy, assessment and reporting.
· Demonstrate and share the importance of emotional intelligence and empathy in building trust and positive learning community across the college.
· Make and communicate decisions informed and supported by available evidence and analysis.
· Develop strategies to ensure educational opportunities for all student to reach their potential.
· Understand the different demographic groups and key learning needs within the school community, and the external influences changing student learning needs.

As a Leader at Mary MacKillop Catholic Regional College (MMCRC) you will actively undertake the following Leadership functions: 
· Develop a culture of improvement in learning and teaching by placing learning at the centre of strategic, tactical and operational planning.
· Plan, act, review and respond at the highest level of professional practice by:
· Gathering information, analysing data and making decisions.
· Developing strategies, sourcing resources and implementing actions for improvement.
· Consolidating improvement, changing established practices or changing the decision-making process where necessary.
· Implement effective learning and assessment frameworks that use data, benchmarks, and observation to monitor every student’s progress.
· Promote good performance and challenges underperformance in colleagues and students by promoting effective intervention, collaborative action and follow-up.
· Use emerging technologies to enhance and extend leaning and teaching experience and to achieve excellence.
· Work with the learning and teaching team and wellbeing team to continuously evaluate the curriculum for improved quality, balance and relevance.
· Publicly support the Leadership Team of the College.
· Act in a supportive and supervisory capacity as directed by the Principal.
· Represent the College at external forums.
· Communicate with parents/guardians, students and staff on matters of learning, curriculum development and design, evidence-based teaching practice. 

	STATEMENT OF DUTIES

	Responsibilities
	

	College Leadership	
	· Work with the Principal to provide leadership in promoting the mission of the Catholic school in the Josephite Tradition. 
· Work as part of the College Leadership Team to develop a clear vision for the future of the College. 
· Provide strong leadership in developing, implementing and reviewing the College’s Strategic Plan, Annual Action Plan and Master Plan 
· Actively participate in College reviews 
· Work with all members of the College Leadership to foster, contribute to and role model a culture of high expectations, 
· collaborative planning and commitment to continuous improvement 
· Support individuals to deal constructively with change and monitor and evaluate the effectiveness of change 
· Develop authentic relationships with staff, students and parents promoting collegiality and open dialogue 
· Share with the Principal in being a presence in the school and wider community 
· Work collaboratively with other members of the Leadership Team in the overall leadership of the College 
· Share in monitoring the safety of the learning and working environments and ensure that practices are consistent with school policy and statutory requirements (e.g. employment procedures, child safe standards policy and procedures, occupational health and safety requirements, equal employment opportunity, sexual harassment and bullying policies) 
· Monitor and respond to the wellbeing needs of staff in conjunction with the Principal and other members of the Leadership Team 
· Work with staff to ensure that parents are seen as an important partnership during a student’s secondary years at the College 
· Undertake any other duties as requested by the Principal.

	Leading School Improvement and Timetabling
	· Taking responsibility for the creation and ongoing management of all Teacher timetables and Yard Duty Rosters including monitoring the effectiveness.
· Liaising with the Deputy Principals and Principal in relation to staffing requirements throughout the year
· Overseeing the role of the Administration Officer Daily Organisation and Timetabling by:
· Maintaining a comprehensive and accurate record of under-allotments and staff replacement allocations to ensure conformity with the relevant Award; usage of extras from staff; usage of CRTs; usage of under-allotted staff and inform the Senior Leadership Team of CRT lessons/days worked
· Ensuring completion of formalities related to the employment of CRTs including a formal Induction
· Ensuring that all classes have teachers allocated to them when the scheduled teacher is absent, and all yard duty requirements are satisfied
· Organising CRT replacements in consultation with the Deputy Principals in the event of the absence of the usual Teacher
· Informing CRTs of the details of classes to be supervised
· To liaise with the Business Manager to ensure the CRT budget is being managed appropriately
· Overseeing administration related to recording and acquitting Time-In-Lieu (TIL)
· To monitor the availability of work for replacement classes and liaise with the Leadership Team to ensure that all staff complete their allocated classes in the manner expected, monitoring the suitability of assigned work left by absent teachers
· To monitor staff workload in cooperation with the Leadership Team by presenting details relating to teacher absence and replacement clearly and in a consistent pattern, ensuring access to appropriate information
· To assist the Director of Learning, Pedagogy and Innovation with the Subject selection process
· To oversee in collaboration with other key staff the organisation of all examinations including room allocation and appropriate staffing arrangements
· To support the Director of Learning, Pedagogy and Innovation in the organisation of the Term 0 Schedule
· Being a part of the team that looks at the Teaching Staff Intention process and assist in allocating staffing allotments for the new school year

	Compliance
	· To implement and oversee the College evacuation plan and manage College emergency arrangements in partnership with the Business Manager.
· Participate in the review of policy and procedure documentation:
· Actively participate in the College Review processes

	Calendar
	· To manage the creation and maintenance of the College calendar, including management of the day-to-day operations of the College including daily organisation of replacement classes and Casual Relief Teachers (CRTs). This is achieved by the following:
· Planning for future years calendars
· Ensure the College calendar is updated on a regular basis
· Organise and supervise the annual school photo program
· Organise and supervise the student immunization program
· Organise room changes as required by scheduled College events
· Liaise with Director of Learning, Pedagogy and Innovation and Learning and assessment Leaderin relation to the organisation of VCE examinations, Years 9 to 11 examinations, GAT, NAPLAN, PAT and cohort/group testing.

	Events
	· Coordinate and communicate with key staff on the organisation, logistics and staffing of events including House Carnivals (Swimming, Athletics and Cross Country), Walkathon, etc
· Co-ordinate practical arrangements involving the whole College including College photos, immunisations, etc
· Assist with the coordination of College assemblies including IT facilities
· Assist with organisation of Parent Teacher Interviews
· Providing organisational and logistical support with regards to the coordination of College functions and booking of venues
· Oversee the Bus Co-ordinator in liaising with the bus companies regarding the co-ordination of public transport for students
· Make decisions to Wet Days Program when appropriate
· Inform relevant stakeholders, such as the Canteen Manager of any changes to the daily timetable

	Excursions, retreats and camps
	· Support relevant staff to provide adequate staffing arrangements for all school camps, retreats, excursions, incursions, tours, and other College activities or events
· Oversee processes, documentation and risk assessments related to the above

	Staffing
	· Liaise with the Leadership Team regarding staff professional development, school-based activities and excursions via weekly Operations Meetings chaired by the College Operations Leader.
· Provide data regarding excursions, professional learning and monthly summary reports to the Leadership Team
· Support the Leadership Team with the organisation of short- term replacement teachers
· Assist with new staff induction
· Assist with Pre-Service teacher placement and Formal Induction to the College
· In consultation with the Leadership Team arrange the allocation of staff offices
· Assist with the College Review processes and documentation

	Other
	· Publish the weekly staff bulletin – MacKillop Messages
· Oversee development of the College Staff Handbook, with a view that it is an anytime online resource
· Regular communication with the community in College publications on matters relating to this role
· Conduct Annual Review Meetings of selected relevant staff
· Perform other duties as may be required by the Principal

	Team Membership(s)
	· Leadership Team
· Planning and Policy Team
· Operations Team
· Building and Property Committee
· OH&S Committee
· Compliance Committee
· Other relevant teams

	Collaborates with
	· Members of the College Leadership Team
· Members of the Planning & Policy Team
· Other Position of Leadership appointees
· College Counsellors
· Staff, students and parents/guardians 

	Catholic Identity
	· Demonstrate a capacity to model the witness of the Catholic and Josephine Ethos of the College.
· To promote the Catholic Identity of the College

	Pastoral care and child safety
	· Provide students with a child-safe environment
· Be familiar with and comply with the school’s child-safe policy and code of conduct, and any other policies or procedures relating to child safety.
· Proactively monitor and support student wellbeing.
· Exercise pastoral care in a manner that reflects school values
· Implement strategies which promote a heathy and positive learning environment.

	Professional learning
	· Explore professional learning opportunities for self and others to develop knowledge and understand the area you lead.
· Be open to researching areas of interest relevant to directions provided in the school’s strategic plan. 
· Continue development of ICT skills as technologies evolve. 
· Participate in the staff appraisal process. 
· Be an active member of a relevant professional association as duties permit. 
· Support collegial learning by acting as a mentor or supervising and supporting a pre-service teacher. 

	Co-curricular involvement
	· Support and be involved in the co-curricular program. 
· Proactively encourage students to participate in co-curricular activities. 
· Act as a role model for participating students. 
· Keep accurate records of student attendance and participation within the co-curricular activity as appropriate. 
· Create and maintain a safe environment in which students may enjoy their participation. 
· Oversee the provision and care of relevant equipment materials and first aid requirements. 

	Administrative duties
	· Contribute to a healthy and safe work environment for yourself and others and comply with all safe work policies and procedures. 
· Maintain currency of first aid, mandatory reporting and anaphylaxis training. 
· Demonstrate duty of care to students in relation to their physical and mental wellbeing. 
· Attend all relevant school meetings and after school services/assemblies, sporting events, mass, community and faith days as well as professional learning opportunities. 
· Participate in duty supervision as rostered and other supervision duties when required. 
· Demonstrate professional and collegiate relationships with colleagues. 
· Uphold the professional standards expected of a teacher 
· Other duties as directed by the Principal 

	Legal Compliance and Policy Development 
	· To see that all College policies are compliant with the law and meet government statutory authority expectations. 
· To be aware of and adhere to legislation and College policy relevant to the duties undertaken, including but not limited to: Child Safety; Equal Employment Opportunity, supporting equity and fairness; Occupational Health and Safety, supporting a safe workplace; Privacy; Staff/Student Relationships; Conflict of interest, etc; and 
· To ensure that, on a regular basis, all policies you are responsible for are reviewed and ratified by the appropriate group(s). 
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	Commitment to Catholic education
	· A demonstrated understanding of the ethos and mission of a Catholic school in the Josephite tradition.
· A demonstrated understanding of the church’s teachings and the catholic teacher’s role in the mission of the church.
· Demonstrate a capacity to express their understanding of the mission of a Catholic school in action
· A demonstrated capacity to instil in students a respect for each other in accordance with the teachings of Jesus Christ
· A capacity to integrate the church’s teachings into all aspects of curriculum. 

	Commitment to child safety
	· A commitment to the College’s Child Safety Policy, always upholding the College’s statement of commitment to child safety 
· Experience working with children
· A demonstrated understanding of child safety
· A demonstrated understanding of appropriate behaviours when engaging with children
· Familiarity with legal obligations relating to child safety (e.g. mandatory reporting)
· Be a suitable person to engage in child connected work

	Education and experience
	Essential:
· Teaching qualification
· Current Victorian Institute of Teaching (VIT) registration
· Accreditation to teach in a Catholic School (or be working towards such accreditation)
Desirable
· Accreditation to teach Religious Education
· Appropriate qualifications and experience to lead in this area Relevant post graduate studies (or working towards such qualifications)
· Proven record of success as a secondary teacher
· Demonstrated understanding and experience relevant to role
· an extensive knowledge of current educational theory and practice;

	Skills/Attributes
	· Ability to articulate the vision and mission of the College and to inspire a wide range of people to initiate programs, events and developments. 
· Capacity to work in a collaborative team environment skilled at developing sustained relationships with members of the College community, other schools and educational authorities.
· Demonstrated ability to effectively oversee the key operational aspects related to this role and preferably include experience with timetabling. 
· Ability to develop and lead within a learning environment that enables the pursuit of excellence, including planning, implementation and evaluation. 
· Excellence in the use of digital technologies in an educational setting. 
· Excellent communication, administrative and organisational skills. 
· Skilled at initiating and having the difficult conversations.
· Significant leadership qualities and ability to build leadership capacity in staff and students.
· Willingness to participate in the life of the school including attending and supporting extra-curricular activities that are related to the specific leadership position. 
· Capacity and willingness to undertake their role with flexibility.
· A strong commitment to continuous improvement as a leader and teacher.
· A willingness to represent MMCRC in a public forum.

	Applicants are required to submit the following: 

	1. An introductory letter briefly outlining their suitability and interest in the position 
2. A detailed curriculum vitae, including contact details for referees, one of whom must be from the applicant’s current setting 

	All employees at Mary MacKillop Catholic Regional College are to follow College policies and procedures, including the Occupational Health and Safety Act 2004, the Equal Opportunity Act and DOSCEL’s Commitment Statement to Child Safety.

	Through mutual agreement some variation in the specified responsibilities may take place during the term of appointment as a part of a normal process of ongoing evaluation of the College’s operations.
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