DUTY STATEMENT
Personal Assistant to Director of

Junior School

L 4
A"cgﬁ‘gﬁ“ All Saints’ College, in partnership with its families, community and

the Anglican Church, empowers students to develop their
potential, becoming confident, compassionate and committed to
worthwhile service to the local and global communities.

Position Purpose
What would | want, what would I do, if this were my child?

At All Saints’ College, all staff recognise that relationships are at the centre of all we do. Recognising the
value of each individual, our approach is human-centred, and we seek to provide a personalised education
for each young person. Our focus is on the holistic development of every student, recognising there are as
many measures of success as there are students at our College.

Reporting to the Director of Junior School, the Personal Assistant is responsible for the provision of
high-level confidential executive and administrative support that enables the effective leadership of
College operations, programs and strategic initiatives. The role provides critical coordination, planning
and organisational support across a broad portfolio that underpins the day-to-day functioning of the
College.
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Role Description

The Personal Assistant to the Director of Junior School provides high-level executive and administrative
support to the Director of Junior School and works closely with members of the Junior School leadership
team to enable the efficient operation of the Junior School.

Operating as a trusted partner and coordinator, the Personal Assistant works with a high degree of
autonomy, initiative and judgement to manage the workflow, priorities and administrative functions of
the Director of Junior School’s office. The role requires strong organisational capability, excellent
interpersonal skills and the ability to balance competing priorities within a dynamic school environment.




As a highly visible and trusted role, the Personal Assistant is required to maintain the highest standards
of confidentiality, discretion and professionalism, and to represent the Director of Junior School and the
College in a manner that reflects its values, ethos and commitment to excellence.

Key Responsibilities
The Personal Assistant to the Director of Junior School provides high-level executive and administrative
support to the Director of Junior School and works closely with members of the College Executive and

Junior School leadership team to enable the efficient operation of the Junior School.

Executive and Operational Support

a) Provide high-level executive and administrative support to the Director of Junior School
across their operational and strategic portfolio.

b) Act as a trusted partner to the Director of Junior School, supporting the effective planning,
coordination and monitoring of priorities and initiatives.

c) Support the smooth day-to-day functioning of the Director of Junior School’s office through
professional, efficient and proactive service.

d) Exercise sound judgement, discretion and diplomacy when handling sensitive or complex
matters.

e) Liaising with other College departments in a professional and efficient manner and ensuring
dissemination of relevant information to appropriate departments/staff members in a timely
manner

Office & Workflow Management

a) Manage the day-to-day operations of the Director of Junior School’s office to ensure
efficiency, accuracy and professionalism.

b) Coordinate and manage the Director of Junior School’s diary, appointments, meetings and
workflow, anticipating priorities and deadlines.

c) Manage incoming and outgoing correspondence, documentation and records, ensuring
appropriate follow-up and tracking.

d) Maintain effective document management, filing and “bring-forward” systems.

Junior School Operations & Program Coordination

a) Provide administrative and coordination support for Junior School operational
responsibilities under the Director of Junior School’s portfolio.

b) Assist with the planning, management and communication of the Junior School’s calendar
of events, ensuring accuracy and alignment across the College.

Event Planning and Coordination

a) Play a significant role in the planning and coordination of College events under the Director
of Junior School’s portfolio, including major internal events and staff activities.

b) Coordinate event logistics including venues, schedules, staff requirements

communications and documentation as required.
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c)

Prepare run sheets, briefing notes and supporting materials for events and programs.

Communication and Liaison

a)

Act as a first point of contact for the Director of Junior School’s office, managing enquiries
professionally and efficiently.

Liaise effectively with members of the College Executive, Junior School leadership team,
staff, students, parents and external stakeholders as appropriate.

Prepare correspondence, documentation, reports and briefing materials on behalf of the
Director of Junior School within delegated authority.

Ensure clear, timely and professional communication across relevant College initiatives and
programs.

Staff Expectations

a)

b)

Serve as a good ambassador of the College. This includes conducting oneself in accordance
with ASC’s professional standards and being supportive of the Anglican ethos of our College.

Take an active part in the general life of the College — supporting policies, procedures, aims
and objectives in order to facilitate the day-to-day operation and promote a high quality of
education within the College.

Operate as a ‘team player’ always and fully support the Principal, Executive Team and activities
of the College.

Attend and contribute positively to staff meetings as required and, on occasions, extraordinary
meetings.

Ensure all students and parents are provided with quality service in a timely, efficient and
friendly manner.

Maintain professional confidentiality concerning information about staff and/or students.
Strive to implement productivity, quality, and service improvements on a continual basis.

Remain abreast of current trends through participation in and contribution to professional
development activities and relevant professional organisations.

Comply with Occupational Safety and Health requirements in the workplace.

Ensure that alldocuments are prepared and presented in a professional format in keeping with
College practice and that high standards of written communication are maintained.

On occasions, you may be directed to undertake other duties as required.

The College recognises that Duty Statements are dynamic documents.

They are reviewed annually or as required.
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ERIC: our College values of empathy, respect, integrity and courage
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Selection Criteria

Essential

e experience in providing a high standard of administrative supportin a busy and varied office
environment with minimal supervision, and as part of a team;

e an ability to prioritise and work to deadlines;

o well-developed written, verbal and interpersonal communication skills with an attention to
detail;

e ahigh level of proficiency in a range of computing skills including word processing,
spreadsheets, databases, internet and email;

e strong diary management skills;

e hold a current Working with Children Check

e readily support the College’s Anglican ethos.

Desirable
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