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ELTHAM College  
International Enrolment Office, 
Administration Assistant  
(Research Campus) (Part-time 0.8 FTE) 
Commencing Term 1 2018 

 
 
Reports to: Director of Senior School, International Liaison Officer 
 
 
ELTHAM College has been educating young women and men for the past 40 years. The College 
was conceived in 1973 as a new concept in independent, coeducational schooling. It was founded 
by a dynamic group of community members who were seeking schooling for their children that 
would look beyond average educational practice to education that fostered the talents, 
confidence, initiative and passion for learning in every individual. 
 
Our location in the Nillumbik Shire, northeast of Melbourne, is no accident. Historically, this 
district has inspired free thought and innovation. For years, artists, writers and intellectuals have 
been drawn to Nillumbik as a centre for inspiration. The notion of ELTHAM as one of Australia’s 
few truly independent schools was founded within this creative culture. 
 
Members of staff at ELTHAM College are expected to support and extend the College’s ethos and 
culture, foster in their students the enjoyment of learning, provide opportunities for them to 
participate in the wider life of the College and personal excellence and inspire a broad world 
outlook. Staff should also be prepared to continue professional development and/or further 
education throughout their career. 
 
The College has a strong commitment to technology. All applicants should be able to 
demonstrate their strong desire to maximise the use of technology in an educational 
environment. 
 
This is a part-time (0.8 FTE) position starting Term 1 2018. The hours can be spread over a five 
day working week. 
 
Position Objectives 
 
To provide the best possible education and care for each student in alignment with the College’s 
Strategic Directions and Values. 
 
Responsibilities/Duties 
 
• Support the operation of the International Enrolment Office 
• Provide administrative support to the International Liaison Officer 
• Administer processes associated with the International Office 
• Provides staff support in relation to International Students 
• General administration within the International Office 
• Perform administrative assistant duties as directed 
• Assist other admin staff as required 
• Assist with Managing of Homestay Program 
• Assist the Coordinator of International students with Administrative tasks 
 
Key Selection Criteria 
 
• Ability to work independently 
• Ability to prioritise competing work demands and process large volumes of work 
• Ability to exercise initiative, discretion and judgement in difficult situations 
• Ability to problem-solve 
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• Maintain confidentiality 
• Advanced level of Excel, Word (using the Windows environment), Email (Outlook), data 

processing, data extraction and internet use 
• Possess excellent interpersonal communication skills – confident, exercise tact and diplomacy 
• Possess excellent organisational skills 
• Accuracy and an eye for detail (proof reading, data input) 
• Ability to assess and develop/improve processes, systems and documentation 
• Flexibility to change 
• Team player 

 
Applications: 
Intending applicants are invited to submit a full curriculum vitae with names of three referees by 
Tuesday 19 December 2017 to employment@elthamcollege.vic.edu.au. 
 
Mr Mike Brennin 
Deputy Principal 
ELTHAM College 
PO Box 40 
ELTHAM   VIC   3095 
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