Business Traineeship
ROLE SUMMARY 

A ‘HPE support and administration’ will perform tasks that are carried out in accordance with guidelines, accepted practice, and school policy under supervision and direction. This may include coordination of other teachers and education support class staff within the work area or educational program.  
A HPE support & admin position supports the educational services being provided to students but must not include duties of a teacher as defined in clause 2.6.1 of the Education and Training Reform Act 2006 (Vic) or its successor. Supervision of students can be required individually or in groups up to 4 in controlled circumstances and where the responsibility for students remains clearly with a teacher. 
Within this role, hours are flexible to account for engagement with our Athlete Development Program, where sessions commence at 7:15AM throughout the week. HPE admin and support will be required to complete hours assisting general school admin within the front office.  
A role at this range may include: 
· Specific support tasks to achieve outcomes. Typically, this will involve accountability for a single function, (e.g. ensuring data is properly maintained) or the co-ordination of a work area under the direction of the principal or a manager. 
· Assisting teachers, within an educational program, by undertaking specific support tasks or the coordination of the support function. 
· Supervised health and wellbeing support tasks, medical intervention support tasks, or other specialised student/teacher support roles. 
· Technical tasks that require a sound knowledge of basic technical and/or scientific principles that are used to develop and adapt work methods and make judgements where there are clear guidelines and limited options. Routine technical support in excel, specialised HPE equipment and resources and general administration. 
A HPE support & admin position at this range commencing at the base will initially be limited to undertaking routine tasks that are 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. Subject to any specific qualification and/or training requirement, an education support class employee employed in this range may be progressively required to undertake coordination, specialised student/teacher support tasks, or technical tasks as experience in the role is gained. 
GENERAL RESPONSIBILITIES 

· Provides routine support for teachers including assisting with planning of student routines 
· Supports communication between teachers and parents 
· Communicates with teachers on routine matters related to students and/or other responsibilities 
· Communicating with student/s to support comprehension of basic tasks and information 
· Addresses immediate behavioural presentations relating to specific students within a classroom setting aligned to school policy and procedure 
· Provides basic support and supervision for individuals or groups of up to 4 students within a classroom setting 
· Supports teachers in the coordination of educational programs independently or under minimal supervision, including rostering and organising the work of a team of aides, providing routine co-ordination, guidance, and support to other student support staff, liaising with external providers of support services about clearly defined support needs and resources, assisting teachers with the communication of student outcomes and educational programs 
· Provides medical intervention support to a student/s, under specific conditions, with appropriate training and guidance 










SPECIFIC RESPONSIBILITIES 
	Key area 
	Tasks 

	







Sport Coordinator Support (Interschool Sports)
 





	Creating and submitting Compass events 4 weeks in advance for Division, Regional and State events. 

	
	Regularly check published events for payment and consent – following up with students without consent prior to cut off date. 

	
	Communications with staff relating to coaching, trainings and competition days.  

	
	Communications with students relating to upcoming competitions, tryouts and trainings.  

	
	Regularly checking SSV website for fixtures and updates. 

	
	Organisation of materials for competition dates. 

	
	Entering staff into multi-EDO entries for excursions. 

	
	Washing and organisation of sports specific uniforms.

	
	Other duties to support Sports Coordinator as required. 

	Sport Coordinator Support (Intraschool Sports VSSCUP) 
	Creating and facilitating intraschool sports competitions each term for Junior (year 7-9) Sub Schools.  

	
	Communication with engagement leaders and learning mentors.  

	
	Communication with students relating to upcoming competitions. 

	 

Carnival Coordinator Support  
	Assisting in creating events.  

	
	Assisting with staffing.

	
	Completing tasks to assist in the facilitation of carnival events. 

	
	Support Carnivals Coordinator where necessary.  

	 
 
 







Athlete Development Program Administration 
	ADP budget – input income and spendings into a budget spreadsheet (Microsoft Excel). 

	
	Organising ADP packs for students – training tops/merchandise. 

	
	Assist in pack up and set up in ADP training sessions. 

	
	Supervise set up/pack up of breakfast post training sessions.  

	
	Ordering breakfast items for ADP students (Coles Online). 

	
	Creating rosters for ADP breakfast pack up/clean up. 

	
	Creating Compass events for incursions/excursions. 

	
	Communications through MS Teams regarding ADP specific information. 

	
	Communications with stakeholders to book incursions/excursions etc.  

	
	Creation of the monthly ADP Newsletter. 

	
	Clean ADP gym/equipment weekly. 

	
	Other duties to support ADP coordinator and teachers as required. 

	 
 
 
 ‘

Health and Physical Education Administration 
	Assisting with resource development.

	
	Assessment printing.

	
	Equipment orders.

	
	Equipment stocktake.  

	
	Cleaning and checking of storeroom daily. 

	
	Staff uniform orders.

	
	Updating staff office calendar. 

	
	Other duties to support Health and Physical Education Head of Domain and HPE team as required. 

	Health and Physical Education Class Support 
	Supporting HPE staff during class times  

	
	Assist in setting and packing up HPE classes 

	Front Office admin support 
	Assist in general admin support as required by front office admin. 
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EEO AND OHS COMMITMENT 
The Department of Education and Training is committed to the principles of equal opportunity, and diversity and inclusion for all. We value diversity and inclusion in all forms – gender, religion, ethnicity, LGBTIQ+, disability and neurodiversity. Aboriginal and Torres Strait Islander candidates are strongly encouraged to apply for roles within the Department. The Department recognises that the provision of family friendly, supportive, safe and harassment free workplaces is essential to high performance and promotes flexible work, diversity and safety across all schools and Department workplaces. 
CHILD SAFE STANDARDS 
Victorian government schools are child safe environments. Our schools actively promote the safety and wellbeing of all students, and all school staff are committed to protecting students from abuse or harm in the school environment, in accordance with their legal obligations including child safe standards. All schools have a Child Safety Code of Conduct consistent with the Department’s exemplar available at http://www.education.vic.gov.au/about/programs/health/protect/Pages/childsafestandards.aspx 
DE VALUES 
The Department’s employees commit to upholding DET’s Values: Responsiveness, Integrity, Impartiality, Accountability, Respect, Leadership and Human Rights. DET’s Values complement each school’s own values and underpin the behaviours the community expects of Victorian public sector employees, including those who work in Victorian Government Schools. Information on the DET values is available at http://www.education.vic.gov.au/hrweb/workm/Pages/Public-Sector-Values.aspx 
OTHER INFORMATION 
· All staff employed by the Department and schools have access to a broad range of employment conditions and working arrangements. 
· Appointment of successful applicants will be made subject to a satisfactory pre-employment conditions check. 
· A probationary period may apply during the first year of employment and induction and support programs provided. 
Detailed information on all terms and conditions of employment is available on the Department's Human Resources website at http://www.education.vic.gov.au/hrweb/Pages/default.aspx 
CONDITIONS OF EMPLOYMENT 
This vacancy is specifically linked to Student Support Funding and is ongoing. If the funding reduces or ceases during the first seven years of employment, employment may cease subject to the provision of at least 12 weeks’ notice. 
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WHO MAY APPLY:

e Must be available to work flexible hours to assist with our Athlete
Development Program.

e Individuals with the aptitude, experience and/or qualifications to fulfill the
specific requirements of the position.

e Applicants with an interest in teaching, administration or sports recreation
fields.




