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GEELONG BAPTIST COLLEGE 

ROLE DESCRIPTION 

OFFICE MANAGER 

 
REPORTING TO: Principals 

 

JOB OVERVIEW 

The candidate contributes to the provision of high quality administration in a professional and highly efficient 

manner, which will reflect the Mission, Vision and Values of Geelong Baptist College. The successful candidate 

will support the objective of delivering effective administrational support and encourage a supportive and 

inclusive working environment. 

 

GENERAL RESPONSIBILITIES 

Office Management 

1. Provide direction, under the supervision of the Principals , to the administration staff in a variety of individual 

and administration  roles (e.g. processes, social skills, system management, duties, etc.) for the purpose of 

reinforcing success in the College 

2. Work one on one with office staff 

3. Adapt administrational activities, assignments and/or methods under the direction of the principals for the 

purpose of supporting and reinforcing effective administration 

4. Refer any issues or concerns related to managing administration staff behaviour to Principals 

5. Ensure a neat and well managed office space that is friendly and effective  

6. Drive the administrative requirements of the College 

7. Implement and manage structures, policies and procedures that will ensure that administrative processes 

are effective and efficient 

8. Ensure that all published material (electronic or other) complies with College guidelines and standardised 

format, before being disseminated into the community. 

 

Finance 

1. Liaise with families and ABE administration team to set up Direct Debits for College Fees 

2. Support ABE administration team to follow up Family Debtors 

3. Collect and receipt money, following College protocols (including but not limited to school fee payments, 

grants, funding, donations, fundraising) 
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4. Banking (following College procedures and protocols) 

5. Ensure purchase order procedures are followed by staff and approved by Principals/College Board 

6. Collate creditor invoices, match with purchase orders, completing departmental coding, seek final payment 

approval by Principals and liaise with ABE administration team to make creditor payments 

7. Sundry Debtor management  

8. Complete End of Month processes efficiently in order for the ABE administration team to complete rollover 

9. Complete payroll processes, ensuring all timesheets, leave forms and other relevant documentation are 

completed, verified and approved for the ABE administration team 

10. Assist Principals with information for contracts and amendments to staff contracts 

11. Liaise with fundraising groups in relation to all monies and financial matters. 

 

Government Data Recording 

Collect, collate and input data for State and Federal uploads including ensuring communication is made to the 

GBC community about the collection of information: 

1. Census  

2. ACARA  

3. NAPLAN 

4. STATS 

5. Conveyance Allowance 

6. CSEF 

7. Assist with AEDC 

8. Oversee VIT data 

 

Marketing/Advertising/Promotional Work 

1. In conjunction with the Principals, update and maintain the information on the promotional material set and 

maintain review dates on all of them 

2. Participate in the creation and  implementation of effective promotional goals and strategies 

3. Reset promotional goals and actively seek methods of promotion to increase public awareness of the College 

4. Participate in a range of duties beyond the office. These may include but are not limited to, participation in 

relevant meetings, professional development activities and meetings with parents 

5. Seek innovative ways of raising the profile of the College in the community 

6. Support the pastoral care program, co-curricular responsibilities and camp programs through promotional 

opportunities.  

7. Liaise with the person who maintains the College Website, to ensure that this remains current and engaging 
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8. Organise advertisements for new staff at Principal’s request. 

 

Professional Development 

1. Run in-service PD’s for staff on anaphylaxis (twice yearly) 

2. Maintain Anaphylaxis training  

 

Student Enrolment 

1. Liaise with the Student Administrator (enrolments officer) to monitor and manage student enrolments for the 

purpose of maintaining an effective and well managed process which follows up with prospective students 

and families 

2. Communicate closely with feeder schools and the community  

3. Support and assist in the planning and management of and the effective running of Twilight Tours and Open 

Days at the College 

4. Maintain enrolment materials, statistics and provide regular updates on the status of enrolments to the 

principals 

5. Maintain electronic files/records for the purpose of ensuring accountability and meeting mandated enrolment 

requirements 

6. Complete end of year Rollover, liaising with relevant staff for any matters pertaining to the Rollover (finance 

or enrolments). 

 

General Administrative Duties 

1. Manage the College’s attendance policy and procedures  

2. Support Front Office (Administration) of the College including: 

 Assisting visitors to the College 

 Assist with the College telephone switchboard 

 Assist with daily attendance 

3. Manage excursion register  

4. Manage newsletter delivery throughout the year 

5. Maintain and ensure a neat and well organised front office space that is friendly and effective 

6. Maintain and ensure a neat and well organized store room  

7. Provide general administrative support duties to visitors, parents, staff and students 

8. Refer any issues or concerns to the Principals 

9. Prepare and forward plan term calendars 

10. Maintain electronic calendars, including making appointments for Principals and other College staff 
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11. Provide first aid, administer student medication and maintain Level 2 First Aid accreditation 

12. Provide administration support to the Bus Coordinator for the purpose of keeping student details current 

and timetables updated 

13. Provide assistant with the collation of data for the Annual College Report 

14. Manage the College’s annual photograph day 

15. Liaise with Principals to ensure effective running of the End of Year Awards and Graduation Ceremonies 

16. Liaise with the Principal and/or Facilities Manager to organise external contractors for the maintenance of 

the College grounds and buildings 

17. Perform clerical tasks (e.g. copies, filing, etc.) for the purpose of helping the Principals including but not 

limited to confidential typing and minute taking 

18. Assist with record keeping and archiving of student enrolment records using correct procedure 

19. Attend meetings and in-service presentations for the purpose of acquiring and/or conveying information 

relative to job functions 

20. Perform other related duties as assigned for the purpose of ensuring the efficient and effective functioning 

of the work unit 

21. Maintain a Current Working with Children Check and complete annual requirements required for complying 

with the College’s Child Safe Standards 

 

In consultation with the Principals, some duties may need to be performed at times other than during the school 

day, including evenings and weekends. Duties may be varied in accordance with the College’s requirements.  

 

DESIRABLE SKILLS, KNOWLEDGE AND EXPERIENCE 

1. Works in and supports the Christian ethos of the College 

2. Reflects on authority / influence and understands how these can be used in a spirit of service and 

stewardship 

3. Uses professional learning to lead change, development and school improvement 

4. Coordinates and monitors the work of teams and committees, and their need for resources or skills to 

ensure steady progress towards outcomes 

5. Communicates a strong passion for the role and promotes an office environment that is positive, promotes 

high expectations, is hope-filled and conducive to workplace contentment 

6. Establishes processes to regularly evaluate structures, policies and procedures  

7. Facilitates the development of and adherence to school policies that clarify expectations and boundaries 
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8. Takes initiative to ensure that the administration office area is functional, clean, safe, attractive and well 

maintained 

9. Utilises excellent organisational and administrative skills: (attention to detail, multi tasks, flexible, uses time 

effectively,  meets agreed deadlines) 

10. Acts with integrity, honesty, discretion, confidentiality and trust 

11. Provides inspirational input, including supporting and guiding administrative staff 

12. Acts decisively with awareness of the implications and consequences of decisions for others  

13. Demonstrates enthusiasm, dedication, creativity, motivation, autonomy, initiative, flexibility, optimism and 

empathy 

14. Relates well to children, parents and other employees 

15. Recognises the need to be discreet and prudent 

16. Respects and maintains confidentiality 

17. Demonstrates a high level of organisational skills, managing time and priorities 

18. Seeks and uses feedback 

19. Accepts and applies own personal gifts and strengths to the work setting 

20. Is aware of, and works on limitations 

21. Continues to learn from a range of experiences. 

 


