
 
 
The Role of Executive Officer – Program Development 
 
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. 

 

KEY RESPONSIBILITIES 

The Executive Officer – Program Development has primary responsibilities to:  

 Research, benchmark and make recommendations around best contemporary practice across a 

range of educational programs including extension, enrichment and support 

 Review, develop and implement appropriate policy and procedures including record-keeping for 

all pastoral services across the College 

 Research and develop a College-based tutorial program 

 Review, develop and implement policy and procedures for student academic support 

 Review, develop and implement psychometric testing and SET planning in consultation with the 

Careers Counsellor 

 Review, develop and implement a co-curricular competition program across the College 

 Review, develop and implement opportunities for University liaison in consultation with the 

Careers Counsellor 

 Co-ordinate all externally provided tertiary learning opportunities 

 Research and develop a holiday program series for primary students 

 

 

 



As a member of the College Leadership team, the Executive Officer – Program Development also has 

responsibility to: 

 support and promote the spiritual values which are at the heart of the school 

 know, accept and develop the rich heritage of Loreto 

 promote the accepted philosophy and goals of a Catholic school 

 promote the development of a Catholic ethos in the school community 

 ensure that the structures, teaching-learning processes, co-curricular programs and relationships 

in the school are as far as possible based on the person and teaching of Jesus 

 seek opportunities for personal faith development through reflection, reading and participation at 

seminars and conferences 

 have good communication with staff, being sensitive to their needs and difficulties 

 exercise leadership in an atmosphere of mutual trust, cooperation and collaboration 

 ensure commitment and emphasis is directed towards achieving the Strategic Intents of the school 

in accordance with the College Strategic Plan, with particular reference to Strategic Pillars 2 & 3 

 chair and participate in committees as required 

 work in partnership with other Deputies and Directors  

 

ATTRIBUTES 

The Executive Officer – Program Development will demonstrate: 

 Ability to research, benchmark and develop innovative educational programmes 

 Ability to think strategically, critically and flexibly 

 Ability to problem-solve 

 Superior communication skills 

 Intelligent understanding of contemporary educational practice 

 High-level analytical and logistical skills 

 Excellence in educational leadership 

 Commitment to the Catholic faith and Catholic values 

 Quality communication and inter-personal skills 

 Ability to lead and manage improvement, innovation and change 

 Capacity to network and influence for the good of the College 

 

 

 


