Student Services Trainee (Reception)

Trafalgar Primary School is a progressive school that provides exceptional learning opportunities for all our students in a safe, respectful, and professional environment. 

We are committed to providing high quality educational programs with student focused outcomes, to a diverse group of learners. Because of this, Trafalgar Primary School is offering an exciting opportunity for a school leaver to utilise and build on their skills in an exciting learning and working environment to support our staff and students.

This position is suited to school leavers wishing to undertake: 

Certificate III or IV in Business Administration (1 position for 2022)
Please apply by emailing your resume and cover letter to:
Bri Simpson (Assistant Principal)
Trafalgar Primary School
Brianna.Simpson@education.vic.gov.au 
by Monday 4th October
Key Responsibility Areas
· Supporting administration team in managing day to day operations in a team environment
· Answering phones and taking messages
· Attending meetings and taking minutes
· Greeting and welcoming community at front of desk
· Filing, documenting and note taking
· Enrolments and parent contact
· Making bookings and organising events
· Any other duties as directed by the principal or their nominee

Key Tasks and Duties:
Operational Support:
· Enter information into Compass to ensure that student chronicle is reflective of daily events
· Phone contact with student families to inform of student behaviours, first aid or other information as required
· Undertake Cert IV study and apply learnings to the job where appropriate
 
Student Management:
· Assist the student services with administrative duties
· Build relationships with our school community by being the first contact at reception
· Complete first aid as required 

Selection Criteria:
· Capacity to undertake routine support tasks across a range of functions in one or more work areas within a school environment. 
· Demonstrated capacity to communicate effectively with members of the school community including students and the capacity to provide support and/or attendant care to students where necessary.
· Capacity to work cooperatively with a range of people including teachers, education support, students and parents. 
· A commitment to professional learning and growth.  


DET Role description:
Undertakes routine tasks that are usually carried out under close supervision and direction.  Work that carries some degree of independence will generally involve a limited number of tasks performed on a regular basis where priorities are clear, procedures are well established, and direction is readily available.
Work has little scope for deviation. Problems can usually be solved by reference to well documented procedures and instructions and clearly established practices.  Deviation from established procedures will require reference to others for guidance and direction.  Assistance is readily available when problems arise.  
Does not carry responsibility for the work of others.  More experienced employees will provide basic guidance and advice to others relating to tasks within the work area.
Dimensions of work
· Provide routine support for teachers
· Communicate with teachers about routine matters
· Provide basic physical and emotional care for students such as toileting, meals and lifting
· Communicate with student/s about comprehension of basic tasks and information
· Address immediate behaviour issues relating to specific students within a classroom setting
· Assist with coordination and planning of student routines
· Accountable for performance of allocated tasks

