
 
ELTHAM College  
Position Description: Writer/Content Creator 
(contractor, part-time 0.5 FTE)  
 
Reports to: Communications Manager 
 
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. 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 and foster the enjoyment of learning. 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.  
 
ELTHAM College is looking for an astute, creative and dynamic individual, who 
has the capacity to write elegantly and lucidly with a keen understanding of 
education in the independent sector.  
 
Major Duties 
 
1. Content Creation 

• Ensure communications with the College community is maintained as world’s best 
practice 

• Source and produce content celebrating our community for distribution through 
newsletters, social media and other channels as deemed appropriate 

• Collaborate and assist with the production of campaign materials to support the 
philanthropic endeavours of the College 
 

2. Editing and proofreading 
• Assist with editing College publications and correspondence as per the College 

Style Guide 
• Assist with the proofreading of newsletters, theatre programs, social media 

content, promotional and event materials and other communications as required   
• Support the consistent application of the College Style Guide across all 

communications   



3. Other Duties 
• There will be other duties as the position evolves and/or the need arises. These 

will be specified in discussion with the Communications Manager 
 

Skills required for the role 
• Extensive experience in professional writing/editing 
• A strong command of English 
• Knowledge of social media channels as they apply to a marketing scenario 
• The ability to work autonomously as well as contribute in a team environment 
• The ability to meet high-pressure deadlines 
• A demonstrable passion for education 
• Capable of writing a full range of articles, from news stories, feature profiles, 

advertorials through to speeches 
• Ability to write for different audiences and different mediums (journals, website, 

social media) 
• Have the ability to source stories from a wide range of areas 
• Superior communication skills, coupled with creative problem solving abilities 
• Experience fundraising or with direct campaign management highly desirable  
• Ability to liaise with external companies to meet needs as directed by the 

Communications Manager 
• Perform simple administrative tasks 

 
Attributes 

• Excellent multi-tasking and time management skills 
• Excellent verbal, written communication and people skills 
• Knowledge of social media 
• Ability to accept positive and negative feedback 
• Excellent organisational and file management skills 
• Ability to work to deadlines and have a high attention to detail 
• Web skills 

 
Performance Qualities 

• Customer focused, friendly and professional 
• Eye for detail and ability to proof own work 
• Interest in broadening skill base, keen to learn new skills and ability to take 

direction 
• Work quickly and efficiently with a sense of urgency 
• Reliable 
• Enthusiastic 
• Works well independently or within a team 

 
Qualifications 
Degree qualifications preferred.  
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