
ADMINISTRATIVE SUPPORT ASSISTANT

Reporting to the Business Manager, the Administrative Support Assistant primarily aids the

administration function involved in the curriculum and pastoral care life of the College.

The key responsibilities of the Administrative Support Assistant includes but are not limited to the

following:

● Electronic filing of documentation

● Support with the preparation of written correspondence

● Administrative aspects of school based assessment and reporting

● Administrative support associated with external assessment and testing such as NAPLAN,

NESA Minimum Standards, PAT-testing and the Higher School Certificate Examinations

● Administrative support for the Director of Studies in meeting NESA requirements, such as the

maintenance of accurate student enrolment in courses, confirmation of entries, and

nominations of students for the ROSA credential

● Assist with the preparation of College Academic Assemblies & Pastoral activities

● Assist with the organisation of Student/Parent/Teacher Conferences and Parent/Student

Information Evenings

● Relevant administration associated with Distance Education and TVET enrolment

● Scheduling appointments with the Director of Pastoral Care & Wellbeing and Director of

Studies

● Communication with members of the College and broader community including triaging

parent and other external enquiries

● General administrative duties as required

● Other duties as directed by the Principal and/or Business Manager
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