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Position Description: Deputy Director, Junior School 2017 

ELTHAM College  
Position Description: Deputy Director, Junior 
School/Primary Teacher 
(Research Campus) (full-time) 
(Commencing: Term 1, 2018) 

 
 
Reports to: Director, ELC and Junior School  
 
 
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. All members 
of the College teaching staff are supplied with a Microsoft Surface Pro. 
 

Purpose of the role of Deputy Director Junior School  

The Deputy Director, Junior School plays a vital role in ensuring the smooth daily, termly and 
yearly operation and organisation of the Junior School. The Deputy will be responsible for the 
academic care and wellbeing of students, providing timely and accurate advice to the Director ELC 
and Junior School.  
 
The role entails significant teaching and leadership skills, initiative, flexibility, warmth and 
enthusiasm, with an emphasis on nurturing a Junior School culture of positive relationships 
between students, teachers and parents. The Deputy Director, Junior School provides dynamic 
and proactive educational leadership and management.  
 

Major Duties 

• Ensuring that the Colleges policies on safe and supportive environments, pastoral care and 
discipline are implemented fairly and consistently 

• Assisting the Director, ELC and Junior School to steer the Junior School community in the 
implementation of the strategic plan ensuring quality learning outcomes for all students 

• Oversight of the academic care of all students ELC – Year 6, including monitoring student 
progress, liaising with the Director of Student Services and the learning enrichment team, 
striving to ensure that the needs of each child are met and that each child is achieving 
their best 

• Implementation of the THRIVE principles in the Junior School approach with regard to 
Leadership and student wellbeing 

• Promoting active participation in staff professional learning and development  
• Actively supporting and leading others in the vision and values of the school 
• Contributing to the leadership of the whole school through in-depth and thoughtful 

participation in the Executive team 
• Understanding of the legislation and policies that impact on P – 6 schooling 
• Management of resources to achieve goals. 
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• Oversee and co-ordinate all Junior School Events 
• Daily management, leadership and organisation of Junior School 
• Be available for contact during and out of school hours. 

 

Specific Tasks  

In collaboration with the Director ELC and Junior School:  
• Classroom teacher and Learning Advisor  
• Foster a supportive classroom climate which enhances student learning, promotes 

excellence and acknowledges the needs of students to be both challenged and supported 
• Utilize a range of pedagogical approaches in order to meet individual needs and engage 

students, including the use of digital technologies 
• Demonstrate thorough processes for preparation, planning and recording of the teaching 

and learning program 
• Prepare and deliver effective teaching and learning programs within the frameworks in 

place in the Junior School. 
• Liaise with the Director ELC and Junior School and the Business Manager regarding the 

maintenance and condition of buildings, grounds and equipment  
• Prepare and chair staff meetings, as required  
• Assist the Leadership Team and the Director ELC and Junior School to prepare Staff PD 

sessions  
• Organise and manage relief staffing as required, including compiling list and reference 

checks, alerting key staff daily.  
• Notify the Director ELC and Junior School, Executive Assistant ELC and Junior School and 

Payroll Officer in writing of the names and details of staff absences and CRT employment by 
8.30am daily 

• Inform teachers and CRT’s of classes to be covered, ‘extras’ to be taken.  
• Ensure Staff submit relief paperwork to payroll when required 
• Maintain relief database with tracking budget  
• Schedule and manage handover meetings ELC-6  
• Yard Duty Roster 
• Timetable, academic and co-curricular  
• Support Year 6 Leadership program  
• Provide midyear enrolment management, including interviews, tours, class allocation, 

orientation, handover and transition 
• Compile reports and articles for College publications 
• Liaise with Director of Community Relations to notify and organise staff to prepare 

newsletter and college publication articles.  
• Fulfil all requirements relating to assessment and its documentation as set out by the 

College, Junior School, The Victorian Curriculum F–10 and the Australian National 
Curriculum 

• Monitor, evaluate and report on evidence of student learning within the relevant curriculum 
area and provide regular feedback to students 

• Maintain accurate records of student attendance, learning and assessment 
• Communicate with parents in written reports and parent teacher interviews and at other 

times as required 
• Provide leadership in and demonstrate a positive attitude of encouragement and 

participation for all students in co-curricular activities 
• Keep abreast of new advances and curriculum development in teaching and learning areas 

as well as current developments in educational thinking 
• Contribute to the professional learning of other staff members by sharing knowledge, ideas 

and resources 
• Undertake grounds, buildings, class and other supervisions on a regular roster basis 
• Participate in parent teacher meetings, staff and learning area meetings, and other 

scheduled meetings 
• Attend official College functions as required 
• Maintain professional confidentiality at all times. 
• Develop confidence and self-esteem in students and act as a role model 
• Use a wide range of teaching strategies to cater for a range of student learning needs and 

to monitor effectively student progress 
• Understanding by Design (UbD), The Victorian Curriculum F–10 
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• Use and promote ICT as a teaching, learning and administrative tool. 
 
Organise and take responsibility for Junior School Assemblies and all Junior School events including 
but not limited to;  

• Parent Information Evening  
• Parent Engagement Workshops  
• Parent Teacher Interviews and Student led conferences  
• Sport Carnivals (in conjunction with co-ordinator Junior School Sport)  
• Open Day  
• Orientation Day  
• Remembrance Day  
• Grandparents Day 
• Junior School Presentation Evening (Including preparing Junior School Video in collaboration 

with JS team) 
• Support NAPLAN testing administration with Curriculum Coordinator   
• Assist in the preparation and management of student resource levies (consolidated charge) 
• Collaborate with Admissions of Junior School student numbers annually and assist with class 

list preparation and handover  
• Facilitate student teacher programmes for Years P - 6  
• Provide professional leadership and management of staff, acting as an exemplar of high 

quality teaching practice 
• Assist in the management and welfare of students including management of student 

behaviour  
• Enhance home and school partnerships by facilitating two-way communications  
• Positively motivate parents and staff, develop good rapport with colleagues, students and 

the community and work effectively in a team situation  
• Recruitment, selection and appraisal of staff as required.  
• Identification of staff professional development needs in relation to student wellbeing issues.  
• Contribution towards the College Calendar and Planner  
• Management of student well-being meetings as required 
• Student Photo Day  
• At times the Deputy Director, Junior School may be requested to complete tasks as directed 

by the Director, ELC and Junior School.   
 

Performance Criteria 

• Experience in leadership and management skills  
• Commitment to the education of students at Years P-6 and be able to create positive 

educational opportunities for students  
• Commitment to valuing each student for her own style and providing an educational 

environment in which his/her talents may flourish and his/her confidence increases  
• Excellent interpersonal skills  
• Collaborative team member  
• Effective communication and documentation skills  
• Initiative and decision-making skills  
• Demonstrated familiarity with current learning and wellbeing theories and the ability to 

apply this in program planning and implementation in the student wellbeing program  
• Experience in working with staff to develop relevant student wellbeing programs  
• Knowledge of broad issues in child development and the ability to relate this to the 

educational context  
• The ability to introduce change while maintaining existing programs  
• Demonstrated commitment to Professional Development  
• Effective organisational skills and an ability to meet deadlines.  

 

Skills and Abilities required for this position  

• Ability to build trusting relationships with students, parents, peers and other staff  
• Ability to provide dynamic and pro-active educational leadership and management  
• Current Victorian Institute of Teachers (VIT) registration  
• Knowledge and understanding of contemporary issues in education and their implications for 

continuous school improvement  
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• Demonstrated understanding of contemporary issues in education and implications for 
continuous school improvement  

• Demonstrated understanding of current theory in teaching and learning pedagogy and 
pastoral welfare  

• Demonstrated skills and experience in leading, managing and positively influencing in a 
consultative and collaborative way and to encourage and be part of a committed team  

• Strong interpersonal relationship skills and high-level communication and negotiation skills  
• Demonstrated commitment to personal professional learning and ability to inspire 

commitment and enthusiasm among staff in developing a professional learning community  
• Demonstrated strength of understanding of learning technologies 
• Demonstrated ability to plan, implement and evaluate programs 
• Demonstrated experience and willingness to work collaboratively with teachers, students 

and parents  
• Ability to use Synergetic (school database) 
• Ability to work as part of a team and independently  
• Ability to work under pressure and to deadlines  
• Punctual and flexible  
• Good time-management skills  
• Ability to prioritise  
• Ability to maintain confidentiality  
• Ability to show initiative and to be proactive and positive  
• Ability to represent the school at a professional level  
• Attention to deliver engaging lessons that stimulate and educate students.  

 

Qualifications 

• Primary Teaching qualification and eligibility for registration with Victorian Institute of 
Teachers (VIT). 
 

Experience/Pre-requisites  

• He/she will also be a dedicated, successful and qualified educator who is highly organised 
and professional, with a passion for ensuring the best possible education for young people. 

• Knowledge of the principles related to experiential Education, cultures of thinking and 
student leadership, pastoral care would be an advantage 

• A proven record as an outstanding classroom practitioner with at least 5 years’ experience 
• Experience in leading teams of staff  
• Strong organisational and communication skills.  

 
ELTHAM College takes a zero-tolerance approach to child abuse and is fully committed 
to ensuring that its strategies, policies, procedures and practices meet all Child Safety 
Standards as specified in Ministerial Order No. 870 (2015) 
  
The successful applicant will be required to; read and sign the College’s ‘Child Safety Code of 
Conduct’, provide proof of identity, original copies of transcripts of academic and teaching 
qualification and Victorian Institute of Teaching registration. 
 

Applications 

Intending applicants are invited to submit a full curriculum vitae with names of three referees by 
4.00pm Wednesday 30 August 2017 to employment@elthamcollege.vic.edu.au. 
 
Mr Mike Brennin 
Deputy Principal 
ELTHAM College 
PO Box 40 
ELTHAM  VIC  3095 
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