
 

 

 

 

 

 

 

 

 

Acting Head of Senior School 

12 month maternity position commencing January 2018 

 

 

Employment Package  
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Position Vacant 
Due to the maternity leave of Mrs Harriet Hughes, the College is seeking to appoint an acting Head 
of Senior School (Coordinator 3) from the start of 2018. 

Charlton Christian College is a well-established K-12 Christian College of 610 students at Lake 
Macquarie.  It was founded as Lake Macquarie Christian College in 1998 by the Christian Education 
Foundation and relocated to its current site, a year later and in 2004 renamed as Charlton Christian 
College.  The Foundation’s Board of Directors is elected from the Association members and most 
are past or current parents. Charlton is a member of CSA (Christian Schools Australia) and AIS (The 
Association of Independent Schools).  Staff are committed Christians and enjoy outstanding staff 
facilities and a positive supportive environment.  

The Position 
The successful applicant will have an appropriate educational qualification in secondary education , 
leadership and management experience in secondary education and be a committed Christian  

The Application process 
Applicants are to: 

 Download and complete the Application for Employment form, from the College website: 
http://www.charlton.nsw.edu.au/positions-vacant/. 

 Generate a covering letter 
 Include Curriculum Vitae and 
 other supporting documentation 

Submit the completed documents above to the Executive Assistant, Estelle Hooper at 
estelle.hooper@charlton.nsw.edu.au prior to 4:00pm on Monday 11 September 2017. 

Receipt of your application will be acknowledged by email. 

The Selection Process 
Short-listing will be undertaken by members of a selection panel.  All applicants will be notified of 
the selection panels’ decisions within two weeks of the closing date. 

Only short-listed applicants will be interviewed.  The interview will consist of a series of questions 
based on determining the capacity of the applicants to undertake the role description.  Applicants 
will be given the opportunity to explain and expand on the information provided in their application. 

Applicants may be required to give examples of how they would handle case scenario situations. 

All applicants will be notified of the outcome of interviews and unsuccessful applicants may, at the 
discretion of the panel, obtain feedback on their application and interview by contacting the 
selection panel.  

General Employment Conditions 
Wages and conditions of employment will be in accordance with the relevant award and the CSA 
NSW Multi-Site Industrial Agreement 2017. 
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Payments are made directly to a bank/credit union account on a fortnightly basis. 
 
The College is a smoke free environment.  No smoking or alcohol consumption is permitted on 
campus or whilst operating any vehicle. 
 
Policies and procedures are in place for College staff including those required by workplace laws.  It 
is important that these policies and procedures are adhered to. 
 
The College is committed to a safe and healthy workplace and has various policy and procedure 
documents including a Workplace Health & Safety policy. 
 
All new employees undergo an induction upon commencement of employment. 

Position Description 
1. MAIN PURPOSE OF THE POSITION 

Through effective leadership and management of, and communication with, staff, students 
and families the Head of Senior School is responsible for the tone, culture and smooth and 
efficient organisation and operation of Years 9-12, as well as the curriculum, teaching and 
learning, pastoral care and behavioural standards of students and staff, working to assist the 
Principal in leading the vision of the College. 

2. POSITION IN THE ORGANISATION: 

a)  Directly responsible to: the Principal 

b)  Directly responsible for : Years 9-12 classroom teachers, Years 9-12 support staff, Stage 
5 and 6 Stage Leaders 

c)  Shared responsibility for Director of Studies, Faculty Team Leaders  

3. THE POSITION 

The Head of Senior School provides Christian leadership to staff and students, supporting 
the Principal in a manner consistent with the Mission and basis of the College. 
 
As part of the Executive College team, The Head of Senior School works to develop a high 
level of communication and co-operation amongst the College community. This includes 
maintaining professional relationships with all members of the school community in line 
with the College cornerstones of “LIFE” and ensuring the pastoral care and welfare of 
students and staff are consistently maintained according to the College’s core purpose and 
Christian values. 
 
The Head of Senior school seeks continual improvement, ensuring that staffing, resources 
and facilities meet the contemporary educational, welfare and spiritual needs of all 
members. The Head of Senior school is directly responsible for oversight, quality assurance 
and development of compliant, effective curriculum and teaching and learning practices in 
the Senior School. As part of a Whole School approach, these practices include regular 
feedback and evaluation, including integration of student data and research-based 
approaches, to inform best practice and to ensure students are provided with an educational 
platform of excellence. The Head of Senior School models, encourages and expects 
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excellence in performance by all College staff, ensuring professionalism at all levels and 
maintaining short and long term strategic planning processes within the College. 
 

4. GENERIC WORK SKILLS & DISPOSITIONS 
a. Interpersonal Relationships 

 Works effectively and co-operatively with other team members. 
 Considers impact of own actions on other team members, students and parents. 
 Is committed to behaviour that reflects the Fruits of the Spirit and in a manner that 

fosters a positive team approach. 
b. Professionalism 

 Attendance at meetings. 
 Punctuality and adhering to timelines. 
 Dress standard. 
 Engagement and contribution. 
 Adherence to code of conduct. 

c. Analysis & Problem Solving 
 Breaks information into component parts, patterns and relationships whilst 

maintaining a sense of big picture and purpose. 
 Seeks further information or a greater understanding of a situation. 
 Uses logical and rational judgement and criteria. 
 Approach is underpinned by Christian worldview. 
 Thinks and works ethically and wisely. 

d. Communication 
 Confidently represents self and the College. 
 Effective in verbal, written, and electronic communication within and outside the 

College. 
 Adjusts style to suit the person and the scenario. 

e. Forward Thinking & Planning 
 Anticipates tasks, situations and future events taking into account the College 

calendar, colleagues and others. 
 Manages time effectively. 
 Anticipates implications due to changed circumstances. 

f. Responsibility & Accountability 
 Demonstrates initiative. 
 Responds positively to accountability and direction. 
 Is accountable for their decisions and individual outcomes. 

g. Adaptability 
 Adopts a flexible approach to new or changing situations. 
 Is open to suggestions for doing things differently. 
 Encourages others to embrace new ways of doing things. 

h. Decisiveness 
 Prepared to make decisions. 
 Makes timely decisions. 
 Commits to a definite course of action. 
 Decisions and actions taken are appropriate to the situation. 

i. Productivity 
 Has processes to achieve required outcomes. 
 Maintains quality at all times. 
 Uses assigned resources to achieve desired objectives. 
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5. KEY AREAS OF RESPONSIBILITY 

The Position works in a range of areas. 

a) Educational Leadership 

This involves developing and equipping staff to pursue the vision of the Senior School within 
the overarching vision of the College. Specific duties include: 

i. reflecting upon and working towards personal, spiritual and professional growth; 
ii. modelling a growing relationship with Jesus; 
iii. providing direction and support to assist staff in setting professional goals based 

upon Biblical principles; 
iv. encouraging quality teaching and learning through professional development, 

collaboration and modelling; 
v. articulating and promoting excellence in student achievement; 
vi. ensuring effective pastoral care of students and staff; 
vii. initiating and encouraging opportunities for Senior School to engage in local and 

global activities.  
viii. participating in professional discussions and contributing to strategic development 

among the executive; 
ix. identifying and developing leadership amongst staff and students; 
x. ensuring resources and personnel foster a learning environment that encourages a 

love of learning; 
xi. modelling and affirming good stewardship of resources and decision-making; 
xii. developing Senior School policies to ensure effective operations that meet the 

compliance requirements;  

b) Curriculum 

This involves providing vision and leadership in the development and implementation of 
curriculum that is Christ–centred, relevant, engaging, challenging and pursues excellence. 
Specific duties include: 

i. facilitating the development and appropriation of a Christian worldview as they plan 
and formulate student learning programs;  

ii. facilitating the development of student learning programs that prioritise the welfare of 
students and staff; 

iii. facilitating the evaluation of student learning programs, classroom practice, 
assessment and student data to facilitate improved learning; and allow all students to 
perform to their potential 

iv. supporting the Director of Studies in ensuring curriculum programs are developed and 
implemented as per NESA requirements.  

v. being aware of any curriculum, assessment  and reporting changes from NESA  

vi. being part of the team in advising students on subject choices relevant to career 
pathways in collaboration with the Careers advisor and Director of Studies 

c) Assessment and Reporting 

This involves ensuring consistent and timely monitoring of assessment and reporting of 
student progress.  Specific duties include  

i. working in collaboration with the HMS, HJS & DoS to ensure a regular assessment and 
reporting cycle is implemented which is consistent with the vision of the College; 
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ii. evaluating assessment and reporting programs and the practices associated with 
them; 

iii. ensuring that communications and processes around assessment and reporting are 
implemented in a an effective and timely manner; 

iv. ensuring that staff skills and knowledge, as well as infrastructure needs inherent in the 
monitoring/reporting cycle are adequately met; 

v. working with the Director of Studies as the overall manager of K-12 reporting, the HSS 
facilitates operations in SS. 

vi. generating examination timetables in accordance with the College calendar including 
exam supervision, rooming in the context of the life of the College and for rooming for 
catch up exams  within a week of the exams 

d) Staff 

This involves effectively leading and encouraging Senior School Staff to continually move 
toward reaching their potential.  Specific duties include  

i. liaising with P, DP and Chaplain to ensure a supportive staff environment; 

ii. seeking to understand staff strengths and areas of interest and passion  and 
attempting  to align these with the needs of the College; 

iii. maintaining effective professional relationships with all members of the College 
Community; 

iv. intentionally monitoring the SS teaching community for pastoral needs and or 
concerns; 

v. encouraging staff to develop professional networks; 

vi. teaching and implementing conflict resolution strategies required to ensure a 
productive work environment; 

vii. ensuring accountability for the use of resources; 

viii. supporting the Chaplain to prepare staff to lead student mission trips locally and 
internationally 

e) Student Oversight 

This involves effectively leading and encouraging Senior School Staff to develop towards 
their potential. Specific duties include  

i. managing subject changes in Years 9-10 in conjunction with the DoS 

ii. supporting the Chaplain to ensure all students are exposed to the Gospel in a relevant, 
life-giving way and to ensure that a dynamic, relevant and gospel-based chapel 
program; 

iii. supporting and overseeing Stage leaders in their facilitation a nurturing and gospel-
based Pastoral Care group system; 

iv. collaborating with the chaplain and Stage leaders to generate and implement an age 
appropriate, relevant, high quality and gospel-based Christian Life Studies Program in 
Stage 5 and 6; 

v. overseeing a camp program that fosters personal and community development and 
for students to respond to the gospel; 

vi. collaborating with Chaplain to support and oversee administrative aspects of student 
mission trips locally and internationally 
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vii. developing positive self-esteem, school pride, success and self-discipline in each 
student; 

viii. ensuring fair and equitable administration of behaviour management.  

ix. ensuring prompt and appropriate response to any concerns raised by parents, staff 
and students 

x. involving the School Principal, Deputy and Counselor in cases of significant pastoral 
concern and/or mandatory reporting. 

 

f) Recognition and Celebration of student character and achievement 

This involves developing a culture in which student character, achievement and 
disposition. Specific duties include 

i. assisting the Director of Studies to generate, implement and evaluate an awards 
program (through year and at key at junctures) for SS students to recognise Academic 
Excellence, diligence, character, service and other characteristics associated with 
College mission; 

ii. leading or co-leading the Senior & Middle School Presentation Nights; 

iii. encouraging and overseeing demonstrations of student achievement & events that 
showcase student talent; 

iv. promoting student and College achievements through Website, Community News and 
Local Media with the College Marketing Manager; 

v. having input into the development, implementation and ongoing evaluation of the 
College discipline system; 

vi. establish effective communication with parents to maintain student well-being; 

vii. liaising with the College Counsellor and Chaplain to manage high risk welfare and 
behaviour of students; 

viii. exposing students to a diverse range of career paths and education opportunities and 
encouraging students to find and develop their gifting 

g) School Management 

This involves ensuring adequate planning to meet the future needs of the school.  Specific 
duties include  

i. liaising with the Executive in the planning of events 

ii. fostering and promoting the development of a K-12 school culture 

iii. contributing to the school calendar  

iv. contributing to the staff handbook. 

v. providing appropriate information for the Annual Report. 

vi. developing and managing the Senior School budget 

vii. being involved in the recruitment of Senior School staff 
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h) Day to day running of the Senior School 

This involves supervision of Teaching Staff. Specific duties include: 

i. allocating staff to classes, leadership roles and extra-curricular responsibilities; 

ii. involvement in staff appraisals; 

iii. organising weekly staff and communication meetings; 

iv. establishing regular communication via Daily Notices and email; 

v. providing approval of curricular excursions and other variations to the normal school 
program; 

vi. organising weekly Senior School assemblies; 

vii. having oversight of camp and retreat program 

viii. teaching up to a 0.4 FTE load as required 

ix. having responsibility for  

 student presentation and uniform consistency 

 implementation of the homework policy; 

 students and staff punctuality 

 playground behaviour  

 monitoring of students on behaviour cards 

 organisation of the SS diary 

i) Liaise with support staff 

i. having regular meetings with senior support staff to ensure special provisions 
requirements are met 

ii. Promoting effective communication lines to ensure pastoral care needs and concerns 
are considered 

iii. ensuring adequate staffing to meet student needs 

j) Engage with Parent community 

i. communicating effectively and harmoniously with parents, staff and students with the 
aim of maintaining a consistent, strong and collaborative  tone in the College 

ii. overseeing SS Parent-Teacher-Student conferences. 

iii. running parent information evenings for students transitioning into SS and beginning 
Stage 6 

iv. contributing to the newsletter 

k) Promote and Grow the School 

i. initiating parent information nights specific to Senior School in order to build the 
partnership between parents & staff  

ii. establishing significant Senior School traditions that involve serving the local 
community and showcasing students. 

iii. attending key School functions: sport, PA meetings and functions, student 
performances and functions and other co-curricular activities.  

iv. elevating student achievements in local media 
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v. supporting the School Executive by 
 assisting with promotion and public relation activities and information evenings. 
 the promotion of enrolments in the Senior School. 
 meeting prospective students and their families. 
 participating in College Open days 

l) Engagement with the Wider Professional Community 

i. being involved in local network of HOSS from a variety of education sectors 

ii. encouraging staff to develop professional networks in order to stimulate learning and 
the sharing of ideas. 

iii. supporting staff and encourage their involvement in HSC marking 

iv. attending conferences & seminars run by AISNSW, AITSL & CSA to develop 
professional networks and stay in touch with the latest educational trends 

v. attending Professional development courses to be continually up-skilled across a 
range of areas 

m) Board and the Community 

This involves 

i. attending Board meetings, and fulfilling functions as requested by the Board, and/or 
Principal; 

ii. providing reports to the College Board as requested by the Board and/or Principal; 

iii. serving on specific College committees as requested by the Board and/or Principal; 

iv. being involved in appropriate community activity which will advance the profile and 
mission of the College outside the immediate college community; 

v. actively seeking and providing opportunities for parents the community to become 
involved in college life through curricula and co-curricular events including open 
mornings and sporting and cultural and service events; 

vi. assisting the Board and its committees in planning for the needs and development of 
the College and by contributing monthly reports; and 

vii. maintaining effective communications between the College and parents by means of 
personal contact, correspondence, telephone calls, contributions to communications 
and parent-teacher gatherings. 

n) Other Responsibilities 

This involves  

i. taking responsibility for one’s own personal and professional development and 
growth; 

ii. undertaking other responsibilities, as requested, from time to time, by the Principal of 
the College. 
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MAINTAIN WORK HEALTH & SAFETY 

a) This involves 

i. promoting a positive safety culture in the College; 

ii. supporting the Principal in the establishment of a WHS Management System and in 
the carrying out of various roles and responsibilities in WHS; 

iii. assisting the integration of the WHS Management System with other management 
functions of the College; 

iv. complying with the College’s WHS policy, safe work procedures, instructions and rules; 

v. identifying any unsafe behaviour, or unsafe or unhealthy conditions and reporting 
these to the Workplace Health & Safety Representative; 

vi. adopting risk management strategies to minimise risk of injury to people and property 
in the workplace; 

vii. being responsible for one’s own health and safety and for the health and safety of 
others in the workplace who may be affected by acts or omissions at work; 

viii. cooperating with the Principal or other person so far as is necessary to enable 
compliance with any requirements under the Work Health and Safety Act 2011 and the 
regulations that are imposed in the interests of health, safety and welfare on the 
College or any other person; 

ix. attending WHS education and training opportunities, as provided and apply learning; 

x. reporting or making such recommendations as you deem necessary to eliminate or 
minimise any hazards of which you are aware, regarding working conditions or 
methods; 

xi. ensuring your own work areas are tidy and safe; 

xii. cooperating in the annual WHS auditing process; 

xiii. ensuring effective supervision of students at all times when in care; 

xiv. ensuring that safety instruction is given to all students prior to undertaking any activity 
where risk is involved; 

xv. being able to use extinguishers and respond to fire/first aid 
emergencies/lockdown/bomb threat. 

xvi. ensuring students follow safety procedures and that protective equipment is worn 
when necessary; 

xvii. ensuring safety devices (e.g. machine guards) are in good condition and are used 
correctly; 

xviii. reporting defective equipment; 

xix. investigating all accidents which have happened while supervising; 

xx. ensuring that risk assessments are undertaken for all activities arranged by the 
teacher and that control measures are implemented and that assessments are 
monitored and reviewed (this especially applies to excursions, overseas trips, end of 
year break-up activities, particularly those, which involve swimming, and the various 
carnivals – athletics, swimming, cross-country and to all sports activities); 

b) Specific WHS roles and responsibilities include: 

i. performing duties in a safe and responsible manner; 
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ii. complying with reasonable instructions from the Head of School to carry out a safe 
work procedure; 

iii. wearing supplied personal protection equipment; 

iv. being familiar with the safety data sheets (SDS) for any chemicals used and abiding 
by the directions therein, particularly for use and storage; 

v. seeking approval from the Head of School prior to the purchasing of 
chemicals/equipment; and 

vi. not bringing unapproved chemicals on site. 

Other Terms & Conditions of Position: 
These include an expectation that staff have responsibility for 

a) attending professional development as requested; 

b) developing an awareness of all College policies and procedure documents and ensuring these 
are followed; 

c) adhering to principles of confidentiality - The College’s affairs are to be treated as confidential 
and are not to be discussed or disclosed to unauthorised persons or entities and you must 
undertake to preserve this confidentiality at all times whether or not employed by the College; 

d) adhering to inherent requirements of the position - You are required to acknowledge that it is an 
inherent requirement of the position to conform with the doctrines, tenets, beliefs or teachings 
of Christianity as espoused and interpreted by the College; 

e) understanding that the terms of the current Enterprise Bargaining Agreement (EBA) apply to 
your employment; 

f) understanding that the College retains the right to re-allocate or change your duties as the need 
arises. 

(NB: Where appropriate, duties can be delegated to volunteers, however, final responsibility for 
all the duties listed remains with the employee.  Privacy Act issues are to be considered when 
delegating work to volunteers.) 

Generic Work Skills and Disposition: 

1. Interpersonal Relationships: 

 works effectively and co-operatively with other team members 
 considers impact of own actions on other team members, students and parents. 
 is committed to behaviour that reflects the Fruits of the Spirit and in a manner that fosters a 

positive team approach 

2. Professionalism: 

 punctuality and adhering to timelines 
 professional dress standard 
 engagement and contribution 
 adherence to code of conduct 

3. Analysis & Problem Solving: 

 breaks information into component parts, patterns and relationships whilst maintaining a 
sense of big picture and purpose 

 seeks further information or a greater understanding of a situation 



  12 

 

 uses logical and rational judgement and criteria 
 approaches situations from a Christian worldview 
 thinks and works ethically and wisely 

4. Communication: 

 confidently represents self and the College 
 effective in verbal, written, and electronic communication within and outside the College in 

English 
 adjusts style to suit the person and the scenario 

5. Forward Thinking & Planning: 

 anticipates tasks, situations and future events taking into account the College calendar, 
colleagues and others 

 manages time effectively 
 anticipates implications due to changed circumstances 

6. Responsibility & Accountability: 

 demonstrates initiative 
 responds positively to accountability and direction 
 is accountable for their decisions and individual outcomes 

7. Adaptability: 

 adopts a flexible approach to new or changing situations 
 is open to suggestions for doing things differently 
 encourages others to embrace new ways of doing things 

8. Decisiveness: 

 prepared to make decisions 
 makes timely decisions 
 commits to a definite course of action 
 decisions and actions taken are appropriate to the situation 

9. Productivity: 

 has processes to achieve required outcomes 
 maintains quality at all times 
 uses assigned resources to achieve desired objectives 

Work Health and Safety: 
 promote a positive safety culture in the College; 
 support the Principal in the establishment of a WHS Management System and in the carrying 

out of various roles and responsibilities in WHS; 
 comply with the College’s WHS policy, safe work procedures, instructions and rules; 
 identify any unsafe behaviour, or unsafe or unhealthy conditions and report these to the 

Business Manager; 
 adopt risk management strategies to minimise risk of injury to people and property in the 

workplace; 
 be responsible for own health and safety and for the health and safety of others in the 

workplace who may be affected by acts or omissions at work; 
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 cooperate with the Principal or other person so far as is necessary to enable compliance with 
any requirements under the Work Health and Safety Act 2011 and the regulations that are 
imposed in the interests of health, safety and welfare of the College or any other person; 

 attend WHS education and training opportunities, as provided and apply learning; 
 report or make such recommendations as they deem necessary to eliminate or minimise any 

hazards of which they are aware, regarding working conditions or methods; 
 ensure own work areas are tidy and safe; and 
 specific WHS roles and responsibilities include: 

o perform duties in a safe and responsible manner; 
o comply with reasonable instructions from the Business Manager to carry out a safe 

work procedure; 
o wear supplied personal protection equipment 

Other Terms & Conditions of Position: 
 Confidentiality - The College’s affairs are to be treated as confidential and are not to be 

discussed or disclosed to unauthorised persons or entities and you must undertake to 
preserve this confidentiality at all times whether or not employed by the College. 

 Personal Development - You shall undertake such in-service training or other professional 
development seen as necessary by the College to maintain high standards and shall 
participate in the College’s performance review program and bring to the attention of the 
Business Manager any needs for personal professional development. 

 Inherent Requirements - You are required to acknowledge that it is an inherent requirement of 
the position to conform with the doctrines, tenets, beliefs or teachings of Christianity as 
espoused and interpreted by the College. 

 Working Hours – Your working hours are according to the above days and times. The College 
may require you to work for reasonable periods out of hours in relation to extracurricular 
activities. Time off in lieu in exchange for these periods is to be taken within six months of the 
activities. 

 The terms of the Charlton Christian College Collective Bargaining Agreement (EBA) apply to 
your employment. 

 The College retains the right to re-allocate or change your duties as the need arises. 

(NB: Where appropriate duties can be delegated to volunteers, however, final responsibility for all the duties 
listed remains with the employee. Privacy Act issues are to be considered when delegating work to volunteers) 


