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ELTHAM College  
Position Description: Director of Early Learning 
Centre (ELC) and Junior School 
 
Reports to: Principal 
 
ELTHAM College has been educating young women and men for the past 43 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 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 pivotal centre for inspiration. The notion 
of ELTHAM as one of Australia’s few truly independent schools grew from this creative 
culture. 
 
ELTHAM College recognises that the educational landscape is moving very quickly and 
young people will need to have skills that focus on teaching students how to manage an 
ever-changing world; not just to be creative in problem solving, but to recognise 
challenges in the first place. At ELTHAM we pride ourselves on encouraging our students 
to question the status quo. 
 
The Director of the Early Learning Centre and Junior School will work closely with the 
senior leadership team and the Head of Early Learning Centre. 
 
The College has a strong commitment to technology. All applicants should be able to 
demonstrate their desire to maximise the use of technology in an educational 
environment. 
 
Purpose of the role 
 
If you wish to further develop our ELC – Year 6 to: 
 

• provide an exciting, cutting edge learning experience that capitalises on our ELC – 
12 campus, with 30 hectares of natural bushland, access to exciting urban facilities 
such as our Year 9 campus 

• build on a strong tradition of innovation 
• build a team of educators who wish to embrace and lead cutting edge educational 

experiences 
• provide an educational experience that ensures ELTHAM remains at the forefront of 

educational best practice in primary and early years education 
• foster an exceptional and thriving learning community where parents work in 

partnership with the school to strengthen learning outcomes  
• work in a school with a strong commitment to social justice and a sustainable 

lifestyle 
• work in a supportive and encouraging educational community 

 
Then this is the job for you. 
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The College is looking for an adventurous and energetic educator with experience in 
leading in a primary setting. The Director of the Early Learning Centre and Junior School 
will be inspired by, and supportive of, the work of current global educational leaders like 
Charles Fadel, Yong Zhao and Lynn Sharratt. ELTHAM College uses the Understanding by 
Design framework and has recently embarked on exploring Project Zero’s Visible 
Thinking Routines in the classroom. The College has also established a relationship with 
RMIT and The Resilience Project. 
 
The Director of the Early Learning Centre and Junior School is responsible for the 
development of high order technological, targeted and tailored educational experiences 
that enhance outcomes for students requiring extension or support. The role includes the 
evaluation of and implementation of changes to ensure continually evolving creative 
thinking programs, that not only challenge students but assist them to link their ideas to a 
wider thinking culture in the College. The Director of the Early Learning Centre and Junior 
School sets goals, creates a culture of lifelong learning, intellectual challenge and provides 
leadership in the development and implementation of initiatives that focus on the 
intellectual and academic needs of students. In tandem with the College leadership team, 
the Director of the Early Learning Centre and Junior School will develop learning and 
teaching programs that not only demonstrate ‘best practice’ but are at the cutting edge 
of early and primary years education.  
 
The Director of the Early Learning Centre and Junior School will be an outstanding 
teacher, have a proven track record of team leadership and be cognisant of current 
research and trends in local and global learning and teaching. They will be able to 
articulate developments in education and contribute to local, national and international 
educational dialogue. Please note that this role may involve a small teaching component.  

 
Major Duties 

Ideas Generator 
• Institute programs that bring big cutting edge ideas to our students. 
• Make full use of the learning opportunities afforded by the ELTHAM College site, 

especially our nature reserve, bush discovery and city campus. 
• Develop a culture that engages our parent body and local community, especially 

local primary schools. 
• Create learning partnerships with external local, national and international public 

and private institutes. 
• Establish and maintain the College’s presence in curriculum networks and at 

professional conferences. 

Curriculum Development  
• Liaise with the Junior School Curriculum Coordinator to evaluate the existing 

curriculum and ensure that it is in line with best practice. 
• Demonstrate a capacity to think differently about what defines challenging and 

authentic assessment. 
• Ensure that existing curriculum builds effective, contemporary methodology. 
• Ensure that Curriculum Statements and Courses of Study define and document 

student understanding, skills and knowledge within the context of the Australian 
Curriculum and Victorian Essential Learning Standards (AusVELS) and that these 
documents reflect current pedagogy. 

• Oversee implementation of the Australian curriculum and compliance with 
assessment standards. 

• Ensure the curriculum is mapped using Rubicon Atlas. 
• Ensure curriculum reflects the College commitment to Understanding by Design. 
• Monitor and provide appropriate responses to national and state curriculum 

initiatives. 
• Chair team meetings. 
• Manage Junior School budget. 



Position Description: Director of Early Learning Centre and Junior School  
October 2018 

3 | P a g e  

• Ensure all curriculum and teaching practice reflects the College’s assessment 
policies and processes. 

• Work with other members of the senior leadership team to ensure continuity of 
curriculum and curriculum delivery across the whole college. 

Professional Learning - Early Learning Centre and Junior School Staff  
• Grow professional capacity of staff and contribute to a College-wide professional 

dialogue. 
• Encourage and facilitate conversations among teaching staff that explore and 

discuss teaching pedagogy, student learning and current literature relating to best 
learning and teaching practice. 

• Monitor and guide professional learning activities undertaken by staff. 
• Manage the induction processes for new staff. 
• Support the appraisal and evaluation processes.  
• Encourage teaching staff to establish links with external organisations for 

professional development purposes. 
 

Oversee the Management of the student experience  
• The Director of the Early Learning Centre and Junior School should establish and 

maintain procedures to manage the wellbeing of students within the Junior School.  
• Establish separate meetings with appropriate staff to ensure the maintenance of 

good effective academic and co-curricular programs. 
• Ensure effective communication channels with students are established and 

maintained.  
• Organise procedures to act upon solicited and unsolicited feedback from staff on 

behaviour (within the framework of the Student Management Policy). 
• Ensure ongoing liaison occurs between parents and Student Services regarding 

student welfare issues. 
• Ensure procedures are in place with teachers, staff and parents, identifying students 

with specific social, emotional or learning needs and respond to these needs. 
• Ensure procedures are in place to monitor student performance including 

attendance, academic progress, co-curricular involvement and demeanour. 
• Consult formally and informally with the Student and Staff Services department to 

ensure students programs and support are delivered. 
• Raise awareness with students of the College’s harassment policy and issues of 

mutual respect and tolerance by frequent inclusion in College assemblies, staff 
meetings, parent nights and counselling procedures. 

• Ensure safety within the framework of College expectations. 
• Ensure a Parent Handbook is prepared for each Information Night (unless alternative 

delivery method developed). 
• Ensure Communication Logs are maintained appropriately. 
• Ensure procedures are in place for a formal transition of information before students 

undertake the next year. 
• Attend sport and other student activities (e.g. plays, etc.) in order to support 

students, parents and staff. 
 
Co-curricular 
• The Junior School has established best practice programs that ensure students 

have access to a range of co-curricular programs that are exciting, daring, 
challenging, diverse and intellectually engaging. 

• The Director of the Early Learning Centre and Junior School must ensure that 
activities are properly planned and, where relevant, aligned with similar Senior 
School activities. 

• Where applicable, the programs should relate to a benchmarking activity such as a 
state competition. 

• Ensure procedures are in place to celebrate achievements in the co-curricular 
program. 
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Support School Policies and Practices 
• The Director of the Early Learning Centre and Junior School must support and 

promote the School’s policies and practices for Occupational Health and Safety, 
Equity and Harassment.  

 
Performance Criteria 

Ideas Generator 
• Big ideas are demonstrated through specific innovative programs. 
• Activities and programs which utilise the opportunities afforded by the unique 

nature of the ELTHAM College site have been established with ongoing review. 
• The parent body and local community are actively participating in Junior School 

programs. 
• Learning partnerships with external local, national and international public and 

private institutes have been established and maintained. 

Curriculum Development 
• The classroom practice reflects the documented curriculum, which in turn has been 

mapped to show compliance with school policies and externally accredited 
programs. 

• The Junior School maintain up-to-date curriculum maps, and course descriptions. 
• Curricular programs within the Junior School are evaluated according to an 

established protocol and frequency as defined by the senior leadership team. 
• The Junior School maintains a regular meeting schedule, are well planned, minuted 

and follow the published agenda. 
• The annual budget is prepared with due regard to priorities as stated by the 

Business Manager and is managed efficiently.  
• Junior School staff are encouraged to propose changes to curriculum. 
• Surveys of staff indicate that they are kept up-to-date with new policies and 

programs supported by responsible authorities. 
• Curriculum delivery reflects ‘best practice’ in the use of ICT.  
• Student achievement against national benchmarks is monitored and reported and 

appropriate consequential action instituted. 
• NAPLAN and PAT are assessed analysed annually and appropriate curriculum 

responses are undertaken. 
• Stages of the Australian Curriculum and AusVELS are implemented according to the 

schedule determined by ACARA. 
 
Professional Learning Early Learning Centre and Junior School 
• Liaise with the Head of the Early Learning Centre regarding Professional 

Development of ELC staff 
• There is a demonstrable engagement of Junior School staff in contemporary 

educational debate. 
• The Junior School staff have developed a demonstrable blend of innovative and 

traditional approaches in their professional skills. 
• The dissemination of information about in-house professional learning and 

opportunities offered by outside providers is provided to Junior School in a timely 
manner. 

• The Director of the Early Learning Centre and Junior School should develop a 
program to assist Junior School staff to identify their own and section professional 
learning needs and ensure that staff report on their professional learning activities. 

• Staff involvement in professional learning events must be managed efficiently. 
• Maintain a professional learning library/website. 
• Surveys of staff indicate that the professional learning activities attended have 

improved their teaching. Surveys of students indicate that aspects of their learning 
have improved as a result of a teacher professional learning program. 
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Oversee the Management of the student experience  
• Procedures to manage the wellbeing of students within the Early Learning Centre and 

Junior School established.  
• Feedback and review procedures established to review academic programs. 
• Process and metrics established to monitor student performance including 

attendance, academic progress, co-curricular involvement and development. 
• Parent Handbook is prepared for each Information Night (unless alternative delivery 

method developed). 
• Online Communication Logs maintained appropriately. 
• Formalised student transition programs in place. 
• Attendance at sport and other student activities (e.g. plays, etc.). 

 
Co-curricular 
• Exciting, daring, challenging, diverse and intellectually engaging co-curricular 

programs in place. 
• Co-curricular programs are aligned with similar Senior School activities. 
• Co-curricular program standards are benchmarked; participation levels are 

monitored and targets levels established. 
• Ensure procedures are in place to celebrate achievements in the co-curricular 

program. 
 

Knowledge required for this position 
 
Demonstrated knowledge and understanding of: 

1. School procedures related to: 

 the strategic and operational plans of ELTHAM College;  
 Occupational Health and Safety and Equity and Harassment; and 
 budgeting, ordering and accountability procedures  

2. Government Policies, Procedures and National benchmarking related to: 

 Australian Curriculum and Victorian Essential Learning Standards 
(AusVELS); 

 National benchmarks in numeracy; 
 National assessment, reporting and learning improvement programs, 

for example, National Assessment Programs in literacy and Numeracy 
(NAPLAN) testing; and  

3. Principles of curriculum and student learning: 

 A specific interest in the relationship between early years and primary 
education trends in Curriculum  

 student learning for Early Learning to Year 6 and an awareness of 
learning opportunities in secondary/post-secondary context; 

 teaching pedagogies used in schools that demonstrate best practice; 
 awareness of issues facing schools, particularly in the area of 

curriculum delivery and student learning; and 
 understanding of how students learn, and knowledge of curriculum 

structures and programs that enhance that learning.  

4. Managing professional learning teams and action research.  

5. Human Resource management (including mentoring and induction processes, as 
well as appraisal and evaluation processes)  

6. Website/intranet maintenance.  
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Skills required for this position 
 
• Exceptional “big thinking” skills. 
• High level technology skills. 
• High level inter-personal skills. 
• High level communication skills. 
• High level organisation/time management skills. 
• An ability to be flexible. 
• An ability to chair meetings. 
• High level of public speaking skills. 
• An ability to identify and respond to the curriculum needs of students. 
• A high level of skill in using Microsoft Office software. 
• An understanding of computer software pertaining to the position, in particular an 

understanding of the Synergetic Administration system. 
 

Attributes required for this position 
 
• A desire to create a cutting edge and innovative thinking experience for young people 

and their teachers. 
• Willingness to uphold and support the ethos, expectations and rules of the school. 
• A genuine affinity for young people. 
• Creative flair. 
• Compassion. 
• Patience. 
• Empathy. 
• Initiative. 
• Flexibility. 
• Ability to work in a team. 
• Enthusiasm to engage in conversations on teaching and learning 
• Ability to motivate others 
• Ability to mentor/coach staff and students 
 
Qualifications  
 
• VIT registration  
• Postgraduate qualification in educational leadership (preferred) 
 
Experience/Pre-requisites 
 
• Proven track record as a classroom practitioner 
• Previous leadership experience 
• Demonstrated expertise in change management 
• Regular involvement in professional learning. 
• Regular reader of educational and scientific literature. 
• Involvement in big thinking environment (preferred) 

 
Organisational Accountabilities 
ELTHAM College is committed to the health, safety and wellbeing of its staff and 
students. ELTHAM College and its staff must comply with a range of statutory 
requirements, including child safe, equal opportunity, occupational health and safety, 
privacy and trade practice. ELTHAM College also expects staff to comply with its policies 
and procedures, which relate to statutory requirements and our day-to-day operations. 
 
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). 
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