
 

 

 

 

 

 

 

 

 

Junior School Teacher Aide 
Learning Support 

30 hr/week Term Time Temporary Position Commencing January 2020 (12 months) 

 

Employment Package  
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Position Vacant 
The College is committed to distributing Government funding for students with disabilities based 
on student need as determined by NCCD data. Learning Support aides are sought for the 2020 
school year.  They are led by part-time Learning Support coordinators in each of Junior School 
(K-4), Middle School (Y5-8) and Senior School (9-12). 

Charlton Christian College is a well-established K-12 Christian College of 625 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 2005 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 Positions 
The College is seeking to appoint the following position in Junior School for 2020. 

Learning Support Teacher Aide 30 hours (5 days per week) Term Time 

The successful applicant for each role will have an appropriate educational qualification or 
experience in Learning Support, be skilled in the NSW curriculum and literacy and numeracy 
support, instruction of students and assessment, meet the expectations of the position 
description and be a committed Christian who is active in a Christian Church. 

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 clearing stating  
o which positon(s) they are applying for.  
o explaining why the position is attractive for them given their career aspirations and 

current circumstances  
o how their experience and skills will enable them to undertake the different aspects of 

the position description(s)  
 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 4pm on Monday 25 November 2019. Receipt of 
your application will be acknowledged by email.  

The Selection Process 
Short-listing will be undertaken by members of a selection panel.  It is the intention that all 
applicants will be notified of the selection panels’ decisions by the end of term. 

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. 
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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.  

Previous applicants need not apply. 

General Employment Conditions 
Wages and conditions of employment will be in accordance with the relevant award and the CSA 
NSW General Staff Multi-Site Industrial Agreement 2017. 

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 Descriptions 
The staff of Charlton Christian College are the College’s greatest asset. We have the privilege of 
partnering with parents as we assist them in the nurture of their children. The call to educate 
young people is indeed a high calling and we rely on God, the Author and Perfecter of our faith. 

Staff exhibit godly relationships and maintain good relationships with other staff, students, and 
parents. They adopt a co-operative spirit, sensitively express convictions on professional matters 
and accept group decisions graciously and abide by same. Staff use discretion and consideration 
in speaking of the College or of colleagues and reflect a spirit of Christian love in dealing with 
students. Staff provide for individual emotional, physical and social differences and stimulate the 
development of Christian character inside and outside of the classroom. 

The Position descriptions for the roles are below. 

The Role 
Teacher’s Aides are rostered to classes and/or students. Teacher’s Aides are responsible to the 
Learning Support Coordinator and class teachers who are responsible for determining how best 
to cater for the learning needs of all students in their class; including students with special needs, 
students with disabilities and those requiring learning support at a supplementary, substantial or 
extensive level. 

The majority of this role will involve working with students individually or in groups. 

The Learning Support Coordinator will provide support and training for all Teacher’s Aides 
working with children in the areas of Maths, Literacy and Special Needs and will organise external 
professional development opportunities as required. 
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Key Responsibilities (Learning Support) 
Assist Teaching Staff 
1. Supports differentiation, adjustments and modifications generated by teachers and therapists 

to meet the learning, social, emotional, physical, communication and behavioural needs of 
students with support needs 

2. Consults with the Learning Support Coordinator and classroom teacher/s to help devise 
lessons and programs for children receiving program adjustments 

3. Regularly consults with classroom teachers and also parents, (with permission) when 
required  

4. Imparts classroom instruction with small groups of students in a withdrawal setting, in 
specialised programs for Literacy and Mathematics and social programs 

5. Plans small group lessons appropriate to the needs of children 
6. Orders, creates and help prepare necessary resources and equipment 
7. Attends professional development sessions and staff meetings as directed by the Principal, 

Head of Junior School or Learning Support Coordinator 
8.  Works with students, as individuals and in groups, within the mainstream classroom, as 

directed by the class teacher 
9. Assist with numeracy and literacy assessments (e.g. benchmarking and NAPLAN) as required 
10. Evaluates benchmarks and assessments to suggest strategies for inclusion in small groups 
11. Work as an effective team member with other Teacher Aides and teachers 
12. Assist with administration tasks for the Learning Support team, as requested by Head of 

School or Learning Support Coordinator  
13. Provide feedback to teaching staff about the progress of students who are withdrawn for 

support on individualised programs 
14. Help prepare for, set up, pack up and assist at special programs and events within the College, 

as required 
15. Assist students with homework, as part of the morning homework club program, as required 
16. Supervise and monitor students with disabilities in the playground during break times, 

(including children requiring extensive support) 
17. Perform tasks as agreed upon by Head of School or Learning Support Coordinator, in relation 

to safety (e.g. shutting gates) 
18. Assist teaching staff at peak times (e.g. beginning of year), with administration and resource 

tasks 
19. Attend class excursions and be involved in extra-curricular activities as required 
20. Be willing to perform the duties of a Teacher’s Aide – Learning Support (Extensive) should the 

need arise. 

First Aid 

 attend to first aid requirements as needed 
 provide the appropriate first aid treatment; and 
 maintain a record of all first aid provided 

Generic Work Skills and Dispositions for all positions: 
1. Interpersonal Relationships: 

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

2. Professionalism: 
2.1. punctuality and adhering to timelines 
2.2. professional dress standard 
2.3. engagement and contribution 
2.4. adherence to code of conduct 

3. Analysis & Problem Solving: 
3.1. breaks information into component parts, patterns and relationships whilst maintaining a 

sense of big picture and purpose 
3.2. seeks further information or a greater understanding of a situation 
3.3. uses logical and rational judgement and criteria 
3.4. approaches situations from a Christian worldview 
3.5. thinks and works ethically and wisely 

4. Communication: 
4.1. confidently represents self and the College 
4.2. effective in verbal, written, and electronic communication within and outside the College in 

English 
4.3. adjusts style to suit the person and the scenario 

5. Forward Thinking & Planning: 
5.1. anticipates tasks, situations and future events taking into account the College calendar, 

colleagues and others 
5.2. manages time effectively 
5.3. anticipates implications due to changed circumstances 

6. Responsibility & Accountability: 
6.1. demonstrates initiative 
6.2. responds positively to accountability and direction 
6.3. is accountable for their decisions and individual outcomes 

7. Adaptability: 
7.1. adopts a flexible approach to new or changing situations 
7.2. is open to suggestions for doing things differently 
7.3. encourages others to embrace new ways of doing things 

8. Decisiveness: 
8.1. prepared to make decisions 
8.2. makes timely decisions 
8.3. commits to a definite course of action 
8.4. decisions and actions taken are appropriate to the situation 
 

9. Productivity: 
9.1. has processes to achieve required outcomes 
9.2. maintains quality at all times 
9.3. uses assigned resources to achieve desired objectives 

Work Health and Safety responsibilities for all positions 
1. promote a positive safety culture in the College; 
2. support the Principal in the establishment of a WHS Management System and in the carrying 

out of various roles and responsibilities in WHS; 
3. comply with the College’s WHS policy, safe work procedures, instructions and rules; 



  6 

 

4. identify any unsafe behaviour, or unsafe or unhealthy conditions and report these to the 
Business Manager; 

5. adopt risk management strategies to minimise risk of injury to people and property in the 
workplace; 

6. 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; 

7. 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; 

8. attend WHS education and training opportunities, as provided and apply learning; 
9. 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; 
10. ensure own work areas are tidy and safe; and 
11. specific WHS roles and responsibilities include: 

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

safe work procedure; 
11.3 wear supplied personal protection equipment 
11.4 be familiar with the material safety data sheets (MSDS) for any chemicals used 

and abide by the directions therein, particularly for use and storage 
11.5 seek approval from the Learning Support Coordinator prior to the purchasing of 

chemicals/equipment 
11.6 do not bring unapproved chemicals on site and cooperate in the annual WHS 

auditing process 

Other Terms & Conditions of all Positions 
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. 

Terms of Agreement - The terms of the NSW Christian Schools General Staff Multi-site Enterprise 
Agreement and College Staff Handbook and Code of Conduct 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). 


