
 
 

 

Education Support Officer 

COLLEGE REGISTRAR & COMMUNICATIONS 

 

 

OVERVIEW 

All staff members of St Joseph’s College are expected to uphold the Kildare Education Ministries and Brigidine 

Catholic Core Values, apply them to their work and ensure their priorities focus on quality teaching and learning, 

student and staff wellbeing and the careful stewarding of physical and financial resources. 

Administration services staff are the public face of the College.  Each day every member of the team is called to 

exemplify the values of hospitality, service, compassion and justice in their interactions with students, staff, families 

and the general public. 

Our College motto “Strength and Kindliness” comes to life in each staff member as they demonstrate the strength to 

do their job well and the kindliness to undertake it with compassion. 

 

POSITION: EDUCATION SUPPORT OFFICER (ESO) - COLLEGE REGISTRAR & COMMUNICATIONS 

REMUNERATION SCALE: 

As per Victorian Catholic Education 

Multi Enterprise Agreement 2018 

(VCEMEA 2018) 

ESO Level 3 subdivision TBC 

Category C 

$70,418 - $79,789 DEPENDING ON 

QUALIFICATIONS & EXPERIENCE 

FULL TIME EQUIVALENT: 1.0 FTE 38 HOURS PER WEEK 

LINE MANAGER: COLLEGE LEADER – PROJECTS & COMMUNICATIONS 

 

PRIMARY OBJECTIVE OF THE ROLE 

The ESO Registrar and Communications administers the implementation of St Joseph’s College enrolment policy 

processes as they relate to all student admissions.  The role is to build and maintain the College’s good community 

standing by communicating with the wider community.  This role enhances the Catholic identity of St Joseph’s 

College and its tradition and heritage and has a positive impact on the quality of school life. 

Success in this position requires the incumbent to perform many and varied tasks which involve discretion, 

confidentiality, initiative and attention to detail.  Success will also ensure that all College practices and procedures 

reflect the College Vision and Brigidine Core Values. 

 

  



 

STATEMENT OF DUTIES 

The following duties are specific to this role and in addition to the responsibilities outlined above for all College Staff 

members and/or other duties as required by the Principal from time to time. 

 

I Student enrolment 

 

The responsibilities and duties relevant to the admission of all students include: 

i. being the first contact point for enrolment applicants by providing: 

− accurate enrolment information on St Joseph’s College website 

− responses and follow-up to all enrolment enquiries 

− personalised tours of the College 

− information packages including the College prospectus, promotional 

material and enrolment forms 

ii. administering the enrolment process by: 

− liaising with feeder schools regarding enrolment policy and processes 

− scheduling enrolment interviews by liaising with Principal’s Personal 

Assistant or relevant Leadership Team members. 

− preparing correspondence, documentation and forms required for all new 

enrolments 

− preparing correspondence for unsuccessful enrolment applicants 

− liaising with Principal and Business Manager regarding families who may 

have identified financial difficulties related to the payment of fees 

− ensuring compliance regarding any special needs, medical conditions, 

court orders, immigration or visa regulations in new enrolments 

iii. establishing and ensuring data quality in student databases for all students at 

St Joseph’s College specifically: 

− new enrolments  

− changes of address 

− special needs or orders 

− medical records  

− transfer forms for exiting students 

iv. ensuring that data is accurately and efficiently imported from the online 

enrolment portal into SAS 

v. Maintain long-term projections on student numbers in primary schools in the 

St Joseph’s College catchment area.  

vi. Collaborating with the relevant College Leaders to foster ways to support the 

transition of new families to the College. 

vii. collaborating with the relevant College Leaders to coordinate arrangements 

and preparations for:  

− welcome, interview and transition evenings 

− visits to feeder primary schools 

− College tours 

− Open Day 

− Exiting students 

viii. developing, reviewing and refining enrolment documentation and forms to 

ensure accurate details for: 

− online enrolment forms 

− uniform forms 

− transition forms 

− letters of acceptance 

− transfer forms 

 

ix. liaising with the College’s preferred school uniform retailer. 
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II Communications 

 

Responsibility for St Joseph’s College communications involves working with the 

Principal and relevant College Leaders to: 

i. Monitor public and media perception of the College including: 

− establishing influential relationships with local press 

− ensuring a positive relationship with, and profile in, local parishes 

− building and strengthening relationships with feeder primary schools 

− developing new & existing networks and liaise with a variety of service 

providers and media outlets 

− co-ordinating & attend promotional activities both on campus and 

externally (eg. Information evenings) 

− coordinating relevant events within the St. Joseph’s College Community 

liaise closely with local primary schools on opportunities to showcase  

St Joseph’s College and its students. 

− Ensuring that ‘front of house’ is always professional, warm, welcoming 

and reflective of the College’s Vision and Mission. 

ii. Use all means of communication to build and maintain St Joseph’s good 

reputation and community standing including: 

− developing and editing content for brochures, press releases, news 

articles, advertisements, College website and social media . 

− ensuring social media activity on behalf of the College is positive and 

constructive 

− conducting personalised school tours as needed 

− ensuring school events are appropriately photographed to provide a 

record for internal and external publication and archive purposes 

− representing the College at community events when delegated by the 

Principal. 

iii. Oversee the compilation, content, production and quality of St Joseph’s 

College publications (eg Staff Handbook, Prospectus, Newsletter etc) 

iv. Oversee the maintenance of St. Joseph’s College website. 

v.  Maintain the College’s social media platforms (eg Facebook, Twitter, etc.) 

vi. Proactively plan public relations campaigns and strategies for attracting new 

students and parents including 

− placing general and promotional advertisements for the College 

− supporting the Leadership Team with recruiting and training student 

guides for special events. 

vii. attending Parent Information Nights as required. 

 

viii. monitoring the stock of College publications and developing the timeline for 

the cyclical process of publications. 

 

Other 

 

Other duties may be required by the Principal from time to time. 

The ESO College Registrar and Communications will undertake professional learning 

and training in order to maintain a high level of awareness of current and best practice 

in the major areas of responsibility associated with the role. 

In negotiation with the Principal it is possible for this role to evolve to capitalise on the 

individual strengths and initiative of the person in the position. 
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Joining a networking group of other Registrars within the Diocese / Kildare Ministries 

schools. 
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QUALITIES AND CAPABILITIES 

The effective performance of the ESO College Registrar and Communications will be due to their demonstration of 

a comprehensive range of the following: 

 

Attributes & Dispositions 

− respect for and commitment to, the Brigidine Catholic ethos and core values of Kildare Education Ministries 

as lived at St Joseph’s College. 

− hospitable and timely service to all  

− loyalty, trustworthiness, dependability, confidentiality and reliability 

− collaborative and flexible participation in professional settings 

− compassion, empathy, objectivity and clarity when handling difficult situations 

− understanding the need for mutual accountability 
− openness to learning in all situations. 

 

Knowledge & Understandings 

− comprehensive understanding of the complexities of St. Joseph’s College’s enrolment policies and 

procedures 

− the appropriate avenues and resources for seeking support and clarification including when handling 

sensitive situations and information 

− understanding of the College’s policies and procedures 

 

Skills & Capabilities 

− excellent administrative skills demonstrating: 

o the ability to implement effective and efficient work practices 

o the ability to meet all deadlines 

o the capacity to multi-task and pay close attention to detail 

o the ability to work collaboratively, flexibly, independently and creatively in a variety of teams 

o the ability to work collaboratively to set team goals and success criteria 

o the ability to work collaboratively to develop and implement strategies to achieve set goals. 

o the ability to nurture leadership in others 

o excellent administrative skills demonstrating the ability to implement effective and efficient work 

practices 

o the ability to integrate habits and practices of ongoing review and evaluation to ensure continuous 

improvement and development of the role 

− excellent capabilities in the use of information and communication technologies especially: Microsoft Office 

system, SIMON, SAS 2000, database management, online and mobile applications used at the College. 

 

 

 

RISK AND OCCUPATIONAL HEALTH AND SAFETY 

The ESO College Registrar  and Communications will: 

− comply with legislated occupational health and safety practices and participate in consultative processes 

− observe safe work practices in accordance with training and instruction given 

− identify, report and where appropriate, action risks/hazards in order to eliminate or mitigate against the risk 

recurring (Risks arising in the workplace may be financial, site, task or person specific or related to safety.) 

− promote and implement occupational health and safety and risk mitigation processes within the College. 



 

 

 

KEY COMMUNICATIONS 

 

INTERNAL 

Principal 

Principal’s PA  

Business Manager 

College Leaders 

Senior & Middle School Leader 

House Leaders 

 

COMMITTEES 

Enrolment Panel 

 

 

EXTERNAL 

Prospective Families 

Feeder Primary Schools 

Local Parishes 

Kildare Ministries 

CEO 

Newspapers & advertising providers 

 

Background & 

Qualifications 

Experience in registrar & communications in an educational setting or a relevant 

qualification. 

Expectations of staff in 

Child Safe school 

At St Joseph’s College, Echuca everyone has the right to safety. Wellbeing and 

inclusion at all times.  

It is a condition of employment to be a person suitable to work with children.  St 

Joseph’s College Echuca has a Child Safety Code of Conduct and a Child 

Protection and Safety Policy.  All staff members of the school are subject to and 

expected to comply with the Child Safety Code of Conduct and the Child Protection 

and Safety Policy as amended or varied from time to time.  

The CECV Commitment Statement to Child Safety - This document outlines the 

system-wide commitment to providing a safe and nurturing culture for all children 

and young people in Victorian Catholic schools. 

Other Requirements 

 

Valid Working with Children Card 

Current First Aid Certificate 

 

Contract & Conditions 

 

Contract: Ongoing 

Conditions: Entitlements under the Victorian Catholic Schools Multi-Employer 

Agreement 2018 

 

 

AUTHORISED BY:  

 

DATE:  
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