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To work in a Loreto school is to be part of a vibrant tradition reaching back to 1609 when Mary 
Ward established the Institute of the Blessed Virgin Mary (IBVM). 

The Loreto Schools of Australia Mission Statement (2010) embodies this vision: 
Loreto schools offer a Catholic education which liberates, empowers and motivates students to use 
their individual gifts with confidence, creativity and generosity in loving and responsible service. 

Employment Type:  Full Time – Term Time plus three (3) weeks 
In reference to term time, this refers to the student weeks of attendance. The additional three (3) 
weeks will be worked as follows: 
• One (1) week prior to commencement of student’s Term One 
• Equivalent of one (1) week during the end of Term Two vacation period 
• Equivalent of one (1) week during the end of Term Four vacation period 

Hours of Work:  Monday to Friday 8:00am – 4:06pm (includes 30min unpaid lunch break)  

Direct Reports & Relationships: 
The Principal is the employing authority and delegates management of this position to the Director 
of Finance and Business Operations.  
The Executive Assistant – Curriculum: 
• Works under the general direction of the Deputy Principal Curriculum and the Director of 

Academics 
• Is not responsible for the supervision of any other staff member 

Remuneration 
The position is classified as Level 5 in the “School Officers” structure as set out in the Catholic 
Employing Authorities Single Enterprise Collective Agreement - Religious Institute Schools of 
Queensland. 

Position Overview 
The primary responsibility of this role is to provide high level organisational and administrative 
support to both the Deputy Principal Curriculum and the Director of Academics. 

Key Selection Criteria 
Staff at Loreto College are selected based on outstanding professional and personal qualities. 

Expectations include: 
• Demonstration of high standards of personal presentation, organisation, communication with 

staff, families, and other stakeholders, and in respecting the ethos and protocols of the College. 
• Demonstrated customer focus attributes, including the ability to respond promptly and 

courteously to a diverse range of service needs. 
• A commitment to the goals, ethos, vision, strategy, and Mission of the College as a Catholic 

School in the Loreto tradition. 
• Adherence to the policies, procedures, and practices of Loreto College. 
• Managing confidential correspondence and telephone calls, and responding independently 

where possible 
• Excellent time management skills, initiative and organisational ability including the ability to 

prioritise tasks to achieve set outcomes. 
• Demonstrated knowledge of information technology, including advanced MS Office 365, 

databases, file management and other software platforms as appropriate. 
• Compliance with and understanding of the College’s Student Protection Policy & Processes. 
• Current Positive Working with Children check is mandatory.
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Duties & Responsibilities 

The duties of the position include: 
• Proactively manage the electronic diary for the Deputy Principal Curriculum and Director of 

Academics, including the forward planning of tasks and priorities and arranging meetings. 
• Attendance at various Committee meetings, including minute taking and distribution of 

agendas, minutes, and all associated papers, as required. 
• Making and receiving phone calls to the Curriculum Departments and responding to enquiries. 
• Prepare and maintain various data bases ensuring they are accurate and current. These data 

bases include TASS Academic database, Principal’s Permission, Subject Changes, Student 
Performance Tracking Data, particularly Years 11 and 12; and the AARA database. 

• Administration of the QCAA school portal uploading documents as required for confirmation 
and external examinations (ATAR). 

• Enter data as required including exam blocks; subject selections. 
• Provide organisational support for Exam blocks and external exams preparation including make 

up exams. 
• Assist with the organisation and supervision of alternative exam schedules for students who 

miss exams, including the processing of illness and misadventure correspondence. 
• Provide administrative support for the completion of NAPLAN and external exams.  
• Produce ad hoc reports of academic system information to be used internally. 
• Assist with the drafting and mail merging of communications to families including Letters of 

Concern, Principal’s Permission, Class Placements, Catch up examinations. 
• Assist with the organisation of ACER scholarship exams (including coordinating rooms for 

testing, assist on the day(s), in liaison with College Enrolments Registrar. 
• Assist with the preparation and organisation of assessment planners for each year level.  
• Preparation and organisation of academic awards (twice per year) and the annual Honours 

assembly. 
• Organisation of booking system and communications for Parent Teacher Interviews. 
• Organisation of learning events, including formatting of Powerpoint presentations, coordination 

of catering and other support in the facilitation of each event. 
• Provide organisational support for Parent information evenings. 
• Coordination of the College SET Plan meeting program. 
• Booking meetings with staff, parents and students.  
• Liaising with Curriculum Leaders to collate and update the yearly Subject Selection Guides. 
• Managing the booklists for all year levels. 
• General photocopying. 
• Support to the Front Office Reception role in providing cover for staff breaks or periods of leave, 

managing incoming phone calls, greeting visitors and directing student enquiries. 
• Other duties as requested by the Principal, Director of Finance and Business Operations and/or 

another College Leadership Team member  

Accountability & Extent of Authority 

The Executive Assistant – Curriculum is accountable for: 
• Providing courteous and accurate information to parents, students, staff, prospective parents, 

suppliers, and visitors to the College. 
• Promoting the College to external stakeholders. 
• Carrying out tasks in a friendly and accurate manner. 
• This position requires an employee who has had sufficient experience and/or training to enable 

them to carry out their assigned duties under limited supervision, with broad guidance on 
progress  
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Compliance Responsibilities 
All staff are required to comply with all policies, procedures, and requirements for: 

Student Protection 

Student protection is everyone’s responsibility. At Loreto College all persons undertaking work for 
or on behalf of the College, have a shared responsibility for contributing to the safety and protection 
of children. All persons are required to be familiar with the content of our Student Protection 
documents, including but not limited to Policies, Procedures, Codes of Conduct and Guidelines and 
their legal obligations with respect to the reporting of child abuse. It is each individual’s responsibility 
to be aware of key risk indicators of child abuse, to be observant, and to raise any concerns they 
may have relating to child abuse. All individuals are required to fully participate in and understand 
the content of any training provided. 

Risk Management 

Risk Management is the responsibility of all persons undertaking work for or on behalf of the College. 
Workers must comply with the risk management roles and responsibilities associated with their 
position and adhere to Loreto College’s Risk Management Procedures. 

Work, Health and Safety 

Actively participate in the promotion of a safe and healthy workplace by performing all tasks in 
accordance with safety instructions, adhering to responsibilities as outlined in the Workplace Health 
& Safety Policies, and proactively identifying and reporting all hazards, incidents, and injuries to 
managers. 

Code of Conduct and Dress Code 

Comply with all Loreto College Code of conduct and dress code standards. It is expected that that 
a professional standard of presentation will be maintained at all times. 

Skills & Knowledge 
Qualifications, Skills & Experience 

• A valid Queensland Working with Children Check Positive Paid Employee Notice 
• Current First Aid Certificate 
• Experienced knowledge of MS Office 365 suite 
• Experienced knowledge of The Alpha School System (TASS) will be an advantage 
• Sound working knowledge of Educational Software platforms including ACER, Learning 

Analytics, Education Perfect and QCAA Portal will be an advantage 
• Certificate III in Business Administration or other relevant Certificate level qualification 
• Experience at similar organisations such as a secondary independent school will be an 

advantage 
• Strong written and verbal communication skills with a high degree of accuracy 

Personal Qualities 

• Excellent people, communication, and leadership skills with dynamic work habits. 
• Solutions orientated and the ability to work autonomously and proactively while maintaining a 

high level of integrity, confidentiality, and diplomacy. 
• Ability to manage time and planning and to organise own work and that of others to achieve set 

and specific objectives in an efficient way and within resources available. 
• Outstanding organisational skills, planning, analytical and high order thinking capabilities. 
• A flexible approach to work and being adept at prioritising, operating under pressure and 

managing multiple tasks to meet strict deadlines. 
• The highest level of loyalty and discretion, and the capacity to maintain the strictest levels of 

confidentiality. 
• Personal sense of initiative, enthusiasm, and high energy. 
• Outstanding attention to detail, commitment to customer service and ongoing improvement. 
• A resourceful team member who can operate in a collaborative and inclusive environment. 
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Agreement 

I acknowledge that I have read and understood the above duties, expectations and requirements 
specific to the position. I confirm that my skills and/or qualifications meet the requirements for this 
position. 

 
Employee Name:         

Employee Signature:        

Date:    / /  

 

Manager Name:         

Manager Signature:        

Date:    / /  
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