
 

Northside Christian College Student Services Officer Position Description:  

 

Organisational 
Environment 

 

Northside Christian College is a coeducational school offering 
Christian learning education from Prep to Year 12. For more than 35 
years the College has sought to provide high quality Christian 
Education and a caring, encouraging learning community to families 
of Melbourne’s northern suburbs. 

We aim to maximise the potential of every child, equipping them for 
lifelong learning and developing character based on Biblical values. 

Our mission statement, “Transforming lives through Christ and the 
wonder of learning” encapsulates our God-given calling. 

 

 

Key Selection 
Criteria 

 

Staff at Northside are selected on the basis of outstanding 
professional and personal qualities. 

Expectations include: 

• a commitment to a relationship of faith and obedience to God, 
lived out both in 

• the ability to model the values and character qualities of biblical 
Christianity within the school community 

• a demonstration of high standards of personal presentation, 
organisation, communication with other staff and parents, and 
in respecting the ethos and protocols of the College 

• demonstrated customer focus attributes, including the ability to 
respond promptly and courteously to a diverse range of service 
needs in a courteous manner 

• ability to manage time and prioritise tasks to achieve set 
outcomes 

• demonstrated knowledge of computer skills, including basic 
Windows, Microsoft Office, internet and email 

• ability to provide basic information to a culturally diverse 
people 

• ability to provide First Aid to students, to manage first aid 
compliance requirements including accurate record keeping 
and appropriate stocks of first aid supplies. 

• advanced capability in the operation and use of office 
equipment 



• current working with children check is mandatory 

 

Main Objectives 

 
• The key focus of this role is service interaction and front of 

house representation. 
• To be responsible for providing, to a high standard, a 

professional and welcoming Student Services area 
• To implement the College’s administrative and clerical 

functions in providing an efficient and effective service to the 
school. 

• To manage the administration of First Aid; the processes, 
records and supplies in accordance with College Policy and 
Procedures. 

 

 

Accountability 

 

• To the Office Manager 

 

 

Key Internal 
Relationships 

 

 

• Staff – Teaching and General 
• Students 

 

 

Key External 
Relationships 

 

 

• Parents/ Guardians  
• First Aid Training Providers 

 

 

Specific 
Accountabilities 

  
• Maintain strict confidentiality at all times 
• Set an example of personal integrity and professionalism 
• Work in a cooperative, positive, caring and courteous manner 

with students,  staff, parents and all other stakeholders 
• Work collaboratively with other Administration Staff 
• To acquire and apply a working knowledge of the school’s 

structure and personnel in order to deal with inquiries at the 
first instance from parents and students, either in person or 
over the telephone, and channel their inquiries to appropriate 
staff 

• Ability to manage time, planning and organising of work to 
achieve set and specific objectives in an efficient way and 
within resources available  

• To keep the student services area presentable, clean and 
professional 

• To keep the Sick Bay area presentable, clean and 
professional 

• To ensure compliance with OHS guidelines  



• Maintain existing and develop improved Administration 
processes as pertaining to Student Attendance and Uniform 
Compliance and provision of First Aid. 

• To prepare First Aid kits for excursions, camps and events. 
• To be the appointed First Aid Officer at on site, and some 

external events 
• Manage and maintain records and student files in relation to 

attendance, uniform compliance and first aid information 
• To be the first contact point to administer basic, duty of care 

and first aid to students 
• To keep records of staff’s first aid qualifications and organize 

training for staff as required 
• To manage the stock levels of products and supplies in the 

Sick Bay  
• To actively pursue best practice in the areas of 

responsibilities, through your own professional development 
• Attendance at relevant staff meetings and events 
• To be proficient in the use of office equipment including: 

telephone and intercom systems, computer PC, network and 
associated software, photocopiers and printers 
 

 

Child Safety 
Northside Christian College is committed to child safety, we have zero 
tolerance of child abuse. The Board, Leadership Team, staff, 
volunteers and contractors at Northside Christian College are required 
to abide by the Child Safety Code of Conduct.  
Our robust human resources, recruitment and vetting practices are 
strictly adhered to during our staff application and interviewing 
processes. Applicants should be aware that we carry out working with 
children checks, Police record checks and reference checks as 
appropriate.  
 

	


