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TRAINEESHIPS AT EMMANUEL
Emmanuel College offers a range of traineeships to students who successfully complete Year 12 each
year. Each position is for 12 months and is an excellent opportunity to gain employment experience in a
friendly workplace whilst also studying an accredited certificate course. I invite you to consider applying
for a traineeship and contributing to the smooth operation of the College.
Traineeships provide training in vocational areas not usually covered by apprenticeships. Traineeships
at Emmanuel are undertaken full-time and include:
•
•
•

Paid employment under an appropriate industrial arrangement.
Structured on-the-job training.
A training program, delivered by a Registered Training Organisation (such as SWTAFE), through which
you will gain a nationally recognised qualification.

Trainees are treated like all other staff at Emmanuel College, so we look for applicants who can make the
transition from being a student to an employee in a short space of time. We also look for applicants who
understand being an employee carries different responsibilities. Emmanuel trainees require initiative,
good communication and organisation skills, flexibility, and a deep respect for everything the College
stands for. In return, trainees receive a chance to work in a field they are interested in with staff who
support the trainee to develop their knowledge and skills. It also provides an income that supports many
trainees to pursue tertiary study at the conclusion of their traineeship. And of course, trainees are able
to work in a positive and supportive workplace. A year spent completing a traineeship is a year in which
trainees experience significant personal and professional growth.
The staff of Emmanuel College are working to build a vibrant, dynamic place of learning in which
relationships are valued and the wellbeing and confidence of students is nurtured. If you believe you can
contribute to this vision, a traineeship position at Emmanuel College may be for you.
In addition to the traineeships offered by Emmanuel College, the local Catholic primary schools and
organisations including the Warrnambool City Council, Moyne Shire, and South West TAFE also offer
traineeships. For your convenience, information about those traineeships is included BUT applications
must be made directly to the relevant organisation.

Peter Morgan
Principal
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APPLICATION & INTERVIEW PROCESS
The trainee positions will be advertised from Monday 24 August 2020. Application forms should be
forwarded to Shirley Errey, Human Resources Director, by Thursday 17 September 2020 via email
serrey@emmanuel.vic.edu.au or internal mail to the McAuley campus.
•
•
•
•

Applicants should possess appropriate experience and qualifications.
Applicants should possess sound knowledge in the area for which they are applying.
Applications are to be completed on the Traineeship Application Form (Appendix A) and contain the
names and contact details of two referees.
Applications should also include a curriculum vitae and introductory letter.

The traineeship applications will first be given to the Leadership Team to assess with recommendations
to the faculty heads. Four applicants will be shortlisted for each position. Shortlisted applicants will be
interviewed by a panel of Emmanuel College staff. The shortlisted candidates will be selected on their
application including letter of introduction, experience, and interview for the position.

Interviews
•

Interviews for the shortlisted applicants will take place between Monday 5 October and Friday
9 October from 3.40 pm each day. All interviews will be conducted via Zoom and applicants must be
available on the date of their scheduled interview.

•
•

The interview panel will consist of staff from the traineeship faculty area.
The same panel of interviewers will be involved in all interviews for the one position, and select the
successful applicant.

Post Interview
•
•
•

The Human Resources Director or Key Learning Area Coordinator will notify the shortlisted applicants
of the outcome of the interview as soon as practicable after the interview.
The outcome will be confirmed in writing.
Successful applicants will be issued with a letter of appointment, documenting the conditions of
appointment.

Tenure, Wage & Working Conditions
•

Each traineeship position commences on Friday 22 January 2021 with a one day Emmanuel College
induction. The traineeship and wage conclude on Friday 31 December 2021.

•

The traineeship wage for a school leaver Category B Wage is currently $436.60 per week and may
vary upon decisions made to the National Training Wage by Fair Work in June/July 2021. Based on
the tenure of 38 hours per week, holidays and loadings (outlined below), your current earnings for the
year will be $23,009. Please be aware this wage will not satisfy the criteria for the Independent
Youth Allowance.
Each trainee will be paid for a 38 hour week. 35 hours will be worked from 8.00 am to 3.30 with a
30 minute lunch break each day. 3 hours per week will be paid as a study time allowance to be
completed outside these hours.

•

•

Trainees are entitled to 20 paid annual leave days and leave loading at 17.5%, plus an additional 18
paid days as time in lieu for camps and excursions. These days will be taken during the 2021 school
holidays, excluding public holidays. Additional time for camps over the 18 days is by agreement.

•

Each trainee will be expected to obtain a Low Income Health Care Card at the commencement of the
traineeship.

Selection Criteria for Traineeship Positions
Applicants who apply for a traineeship position should be able to articulate and demonstrate a
commitment to the following, as a guide to the selection criteria:
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•
•
•
•
•
•
•

Commitment to the Vision and Guiding Principles of Emmanuel College.
Ability to support the faith development of the students within the College.
Participated fully in the life of the College as a student.
Understand the differences between being a student and a trainee at the College.
Range of experiences outside/inside the College.
Ability to communicate with parents, teachers and students.
Demonstrated ability to work with all Emmanuel College staff, especially those in Positions of
Leadership (POLs).

•
•
•

Openness to new ideas and processes.
Commitment to constant improvement.
Demonstrate organisational skills.

•
•
•

Demonstrate an understanding of the specific duties and responsibilities of the specific role.
Willingness to obtain necessary qualifications and skills required by the role.
Demonstrate ability to adhere to policies of the College, including maintaining minimum standards of
dress. Emmanuel vests/tops are supplied by the College for the duration of the traineeship.
Adhere to child safety and occupational health and safety requirements.

•

Code of Conduct
At Emmanuel College all employees are expected to conduct their roles in accordance with the
Safeguarding Children and Young People Code of Conduct. All staff are to embrace the following
principles:
1. Child Safety – be familiar with and comply with the College's Child Safety Policy, Child Protection
Reporting Obligations Policy, and Code of Conduct, and any other policies or procedures relating to
child safety. Staff will assist in the provision of a child safe environment for students and demonstrate
a duty of care to students in relation to their physical and mental wellbeing.
2. Respect – have respect for each other and a genuine understanding of each other’s role and the
stresses and challenges faced. In particular, how staff communicate with each other, and how one
would like to be communicated with in return.
3. Pride – not only should staff take pride in their individual roles, but understand the importance the
College plays in the Warrnambool community.
4. Professionalism/Quality – staff must act professionally with each other and understand the
importance of providing quality information and service to internal and external stakeholders.
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OTHER TRAINEESHIPS AVAILABLE
Catholic Network Primary Schools
•
•
•
•
•
•

St Patrick’s Parish Primary School, Port Fairy – applications close Friday 11 September
Our Lady Help of Christians Primary School, Warrnambool – applications close Friday 18 September
St John’s Primary School, Dennington – applications close Friday 25 September
St John’s Primary School, Dennington (3 days) & St Joseph’s Primary School, Warrnambool (2 days)
shared Japanese Assistant Trainee – applications close Friday 25 September
St Pius X Parish Primary School, Warrnambool – applications close Friday 25 September
St Patrick’s Parish Primary School, Koroit – applications close Monday 5 October

Application forms and information about these traineeships is included in Appendix B. Please note the
different closing dates for each primary school, and applications must be made directly to the relevant
primary school.

Warrnambool City Council
The Warrnambool City Council (WCC) offers a traineeship program each year.
The following traineeships were available in 2020.
•
•
•

Certificate III in Business Administration
(2 positions available - City Growth and Children Services)
Certificate III in Sport and Recreation (AquaZone)
Certificate III in Tourism (Holiday Parks and Visitor Economy)

Please contact Tim Rantall at Westvic Staffing Solutions on 0419 904 117 for any enquiries regarding
the WCC traineeships. Look out also for the 2021 traineeship program on the WCC careers website at:
https://www.warrnambool.vic.gov.au/employment Interviews will be held mid to late November.

Moyne Shire Council
•
•

12 month full-time traineeships, commencing January 2021
Trainee wages apply, plus 9.5% superannuation

The Moyne Shire Council (MSC) has six exciting Certificate III in Business traineeship
opportunities for those looking to develop their skills before heading off to university; or
to kick start their career by gaining valuable on the job experience in a community support
environment towards a career in business. The traineeships are offered in:
•
•
•
•
•
•

Organisational Development
Community Care
Tourism and Customer Experience
Mortlake Office Administration
Economic Development and Planning
Early Years Administration

In addition to the above, MSC is pleased to offer a Certificate III in Early Childhood Education and Care
traineeship opportunity. This role will be based at the Port Fairy Community Services Centre.
For further details regarding these positions, including information on how to apply, please obtain an
information package from the MSC’s website www.moyne.vic.gov.au/careers or by contacting Customer
Service on 5568 0555.
Applications for these positions close at 10.00 am on Monday 7 September 2020.
The Moyne Shire Council is committed to the principles of Equal Employment Opportunity.
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South West TAFE
South West TAFE will be offering a number of traineeship programs in 2021 in
partnership with Westvic Staffing Solutions. The roles are due to commence late
January 2021.
Positions will be advertised in late September/early October 2020 on the Westvic Staffing Solutions
website at https://westvic.org.au/jobs-and-careers/job-search/
For further information about South West TAFE’s traineeship program please contact:
•
•

Westvic Staffing Solutions – Anthony Smith 5561 9000
South West TAFE – Lotty Cook 0435 108 154

Other
A number of traineeships are also offered at other organisations, such as Wannon Water, Telstra, and the
local medical clinics. Talk to Mr Gladman from the Emmanuel Careers Team for further advice.
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Position Description –

ADMINISTRATION & EVENTS TRAINEE

Emmanuel College

Department:

Administration

Accountable to:

Business Manager, Assistant Principal Teaching & Learning, College Organiser

Salary:

As per the National Training Wage for apprentices/trainees
Currently $436.60 per week, plus superannuation

Duration:

22 January 2021 to 31 December 2021

Hours of duty:

35 hours per week plus 3 paid hours per week study release time

Leave:

All leave entitlements are taken during the gazetted school holidays

Performance report:

Quarterly appraisal as per Emmanuel College policy

Principal Accountabilities
The Administration & Management Trainee is required to provide administrative support across the
College and help coordinate and support both major and minor events that occur on the College calendar.
This role will involve some promotional work, administration work, as well as support administrative staff,
teachers and students in relation to extracurricular activities.

Responsibility:
•
•
•
•
•

•
•
•
•
•
•
•
•
•
•
•
•
•
•

Assist with administration duties at the McAuley and Rice front office, including cover for illness and
lunch time when required.
Assist with organising house events to promote student involvement, and work with the Leadership
Team to support and organise the points for the House cup.
Assist with running year level events over the year to promote student engagement.
Assist with supporting the transition program of Year 7's (especially in first term, ensuring they have
equipment for recess and lunch and run activities which promote interaction between students).
Assist with overseeing and entering data on the student Merit System on SIMON (liaising with Heads
of School, Year Level Coordinators, Sports Co-ordinator, and Faculty Leaders to ensure students are
allocated merit points for representing the College at significant events).
Assist with the Grade 5/6 transition programs, guest speakers, visits to local schools, etc.
Assist with attending excursions, camps and retreats to support staff and students.
Assist with booking and setting up school masses, whole school assemblies, parent teacher
interviews, staff meetings, and major events.
Assist with the exam setup for all semester exams, such as NAPLAN, and the GAT.
Assist with organising NAPLAN, including sorting paperwork into homerooms, etc.
Assist with classes on school photo days, immunisations, etc.
Assist Faculty Leaders with the promotion, setting up and collation of academic competitions, ie
Maths, Science, Geography.
Assist the environmental team with tree planting, environment week, etc.
Assist with major events within the careers department/work experience visits, etc.
Assist with promoting events in the school calendar at assemblies, on bulletins, notice boards and in
the newsletter.
Assist with setting up the Presentation Ball and help on the night with lighting, organising families for
group photos, etc.
Assist with the generation and administration of reports.
Assist the Assistant Principal Teaching & Learning and College Organiser with the administration of
school excursions and activities, eg follow up risk assessment forms, copy and file paperwork etc.
Assist with the promotion and use of the Parent Access Module (PAM).
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•
•

Assist with coordinating first aid training and accreditation for staff.
Assist the Sports & Rec Trainees with sporting events, such as the athletics carnival and inter-school
sports day, and help organise and pack-up equipment for these events.

•

Assist teachers with their classes, such as going on a bushwalking lesson if the Sports & Rec Trainees
are unavailable.
Assist with taking students to the Eisteddfod and supporting them with their presentations.

•

General Duties:
•

Other duties as directed by members of the College Leadership Team and College Organiser.

Conditions of Position
Attributes:
•
•
•
•
•
•
•
•

Willingness to learn new skills.
Excellent interpersonal and communication skills, both verbal and written, including the ability to
liaise with all levels of staff, students, parents and other external clientele.
The ability to show initiative and judgement when required.
Demonstrated ability to work both independently and as part of a team.
Proven ability to organise, prioritise and complete a variety of tasks to deadlines with speed, efficiency
and composure, particularly when under pressure.
Highly developed problem solving, assertiveness and organisational skills.
Understanding of the importance of and need for discretion and confidentiality.
Demonstrated ability to adhere to policies of the College, including maintaining minimum standards
of dress. Emmanuel vests/tops are supplied by the College for the duration of the traineeship.

Child Safety:
•

Compliance with the College's Child Safety Policy, Child Protection Reporting Obligations Policy, and
Safeguarding Children and Young People Code of Conduct, and any other policies or procedures
relating to child safety.

Occupational Health & Safety:
Employees must endorse the following principles of safe work practice:
•

Cooperate with measures introduced in the interest of occupational health and safety.

•
•

Undertake any training provided in relation to occupation health and safety.
Correctly use any information, training personal protective equipment and safety equipment provided.

Qualifications & Requirements:
•
•
•
•

First Aid Certificate (training provided)
Current Victorian Drivers Licence
Working with Children Check (to be completed if successful applicant)
Completion of a Certificate III level qualification (training provided)

Authorised
Peter Morgan, Principal
August 2020
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Position Description –

ARTS & MEDIA TRAINEE

Emmanuel College

Department:

Creative Arts Faculty

Accountable to:

Creative Arts Coordinator

Salary:

As per the National Training Wage for apprentices/trainees
Currently $436.60 per week, plus superannuation

Duration:

22 January 2021 to 31 December 2021

Hours of duty:

35 hours per week plus 3 paid hours per week study release time

Leave:

All leave entitlements are taken during the gazetted school holidays

Performance report:

Quarterly appraisal as per Emmanuel College policy

Principal Accountabilities
Accountabilities
Responsibilities:
•
•
•
•
•
•
•

Assist with the preparation of any organised arts/media activity, ie equipment, crooms etc, and be
available to assist in lessons.
Assist with the supervision of various trips and camps to Melbourne, such as VCE Top Arts, Top
Designs, Top Screens, gallery visits and workshops.
Assist with the supervision and instruction of class based local excursions to draw, photograph, visit
the art gallery, etc.
Assist with the organisation and involvement in competitions, exhibitions, visiting artists and
informing students of such.
Assist with the design, production and distribution of posters, flyers, etc for events and in-house
competitions.
Assist with visiting workshops that come to the College, such as the National Gallery of Victoria,
Warrnambool Art Gallery, South West TAFE and Deakin University.
Assist with ordering, unpacking and putting away equipment in the relevant storerooms across the
department.

•

Assist with the general organisation of faculty classrooms and storerooms with cleaning, organising
cupboards, shelving, resources, labelling and setting up and documenting the equipment in line with
health and safety procedures.

•
•
•
•

Assist with the firing of pottery, and stacking and unstacking the kiln with student work.
Assist the Media teachers with film and recording studios.
Assist with undertaking darkroom/photographic/film developing as needed.
Assist with ensuring all electronic equipment is charged for student borrowing in the Arts area and
Learning Resource Centre.

•
•
•

Assist with the monitoring of photographic, media and arts equipment loans to students.
Assist with liaising with the community as required for Arts events.
Assist with providing updates for the newsletter of relevant Arts related activities for students, parents
and staff.

•
•

Assist with all areas of preparation and application of activities for Creative Arts Week and open day.
Assist with the maintenance and cleaning of equipment in media, visual communication, art and
photography rooms.
Assist with collecting and framing student artwork for display and exhibition within the school but also
outside the school.
Assist with conducting a mid-year and end-of-year audit of equipment, as well as maintaining the
ongoing equipment register.

•
•
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•
•

Assist with the checking and putting out equipment for electrical testing and tagging.
Assist with photographing and filming of school events, in liaising with the Development Team.

General Duties:
•

Other duties as assigned by the Principal in line with the Creative Arts Coordinator.

Conditions of Position
Attributes:
•
•
•
•
•
•
•
•

Competent in the use of arts/photographic classroom equipment and media resources.
Willingness to learn new skills.
Excellent interpersonal and communication skills, both verbal and written including the ability to liaise
with all levels of staff, students, parents and other external clientele.
The ability to show initiative and judgement when required.
Demonstrated ability to work both independently and as part of a team.
Proven ability to organise, prioritise and complete a variety of tasks to deadlines with speed, efficiency
and composure, particularly when under pressure.
Highly developed problem solving, assertiveness and organisational skills.
Understanding of the importance of and need for discretion and confidentiality.

Child Safety:
•

Compliance with the College's Child Safety Policy, Child Protection Reporting Obligations Policy, and
Safeguarding Children and Young People Code of Conduct, and any other policies or procedures
relating to child safety.

Occupational Health & Safety:
Employees must endorse the following principles of safe work practice:
•
•
•

Cooperate with measures introduced in the interest of occupational health and safety.
Undertake any training provided in relation to occupation health and safety.
Correctly use any information, training personal protective equipment and safety equipment provided.

Qualifications & Requirements:
•
•
•
•

First Aid Certificate (training provided)
Current Victorian Drivers Licence
Working with Children Check (to be completed if successful applicant)
Completion of a Certificate III level qualification (training provided)

Authorised
Peter Morgan, Principal
August 2020
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Position Description –

LANGUAGES TRAINEE

Emmanuel College

Department:

Languages Faculty

Accountable to:

Languages Coordinator

Salary:

As per the National Training Wage for apprentices/trainees
Currently $436.60 per week, plus superannuation

Duration:

22 January 2021 to 31 December 2021

Hours of duty:

35 hours per week plus 3 paid hours per week study release time
*1 week of the September school holidays

Leave:

All leave entitlements are taken during the gazetted school holidays

Performance report:

Quarterly appraisal as per Emmanuel College policy

Principal Accountabilities
The Languages Trainee is required to help support Languages Teachers and provide speaking tutorials
to students. The role also involves some promotional and administration work, as well as supporting
teachers and students as required.

Responsibilities:
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Work with individual or small groups of students undertaking language learning activities.
Provide feedback to students on correct language usage.
Model correct language usage, ie pronunciation and idioms.
Team-teach alongside the Japanese language teacher(s).
Assist the delivery of face-to-face or online cultural activities.
Contribute to professional development sessions for language teachers.
Provide native-speaker expertise to teachers on use of the language.
Provide advice to teachers on current cultural conventions (eg pop culture).
Contribute to curriculum planning, resource development and preparation.
Contribute to the development and maintenance of digital language resources.
Provide support for school-based language program initiatives, eg sister school partnerships, school
open night, language day.
Contribute to the development of language teaching and learning materials that require expert
knowledge of the target language, eg multimedia recording of native-speaker voice.
Participate in initiatives or projects that promote the language, eg language speaking contest, student
immersion camp, student forums.
Assist with the delivery of language and cultural activities either face-to-face or online.
Participate in activities that promote language learning and intercultural understanding in the broader
community, eg regional showcase events, forums.
Assist with articles and take photos for the newsletter and the College Facebook page.

General Duties:
•

Any other duties as assigned by the Principal in line with the Languages curriculum areas.

Conditions of Position
*During the September holidays the Languages Trainee would need to be available for at least one
week to assist Year 12 students to prepare for their Oral Examination (approximately two to four hours a
day). In return, time in lieu would be negotiated.
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Attributes:
•
•
•
•
•
•
•
•
•

Willingness to learn new skills and become familiar with curriculum requirements.
Competency in data entry and learning new software.
Excellent interpersonal and communication skills, both verbal and written including the ability to liaise
with all levels of staff, students, parents and other external clientele.
The ability to show initiative and judgement when required.
Demonstrated ability to work both independently and as part of a team.
Proven ability to organise, prioritise and complete a variety of tasks to deadlines with speed, efficiency
and composure, particularly when under pressure.
Highly developed problem solving, assertiveness and organisational skills.
Understanding of the importance of and need for discretion and confidentiality.
Demonstrated ability to adhere to policies of the College, including maintaining minimum standards
of dress. Emmanuel vests/tops are supplied by the College for the duration of the traineeship.

Child Safety:
•

Compliance with the College's Child Safety Policy, Child Protection Reporting Obligations Policy, and
Safeguarding Children and Young People Code of Conduct, and any other policies or procedures
relating to child safety.

Occupational Health & Safety:
Employees must endorse the following principles of safe work practice:
•
•
•

Cooperate with measures introduced in the interest of occupational health and safety.
Undertake any training provided in relation to occupation health and safety.
Correctly use any information, training personal protective equipment and safety equipment provided.

Qualifications & Requirements:
•
•
•
•
•

Near native level of Japanese reading, writing, listening, and speaking skills. Similar skills in French
would be an advantage.
First Aid Certificate (training provided)
Current Victorian Drivers Licence
Working with Children Check (to be completed if successful applicant)
Completion of a Certificate III level qualification (training provided)

Authorised
Peter Morgan, Principal
August 2020
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Position Description –

LEARNING SUPPORT TRAINEE

Emmanuel College

Department:

Learning Diversity

Accountable to:

Learning Diversity Coordinators

Salary:

As per the National Training Wage for apprentices/trainees
Currently $436.60 per week, plus superannuation

Duration:

22 January 2021 to 31 December 2021

Hours of duty:

35 hours per week plus 3 paid hours per week study release time

Leave:

All leave entitlements are taken during the gazetted school holidays

Performance report:

Quarterly appraisal as per Emmanuel College policy

Principal Accountabilities
The Learning Support Trainee will work in partnership with the Learning Diversity team and class teachers
in the role of educating and supporting students that are on the Students with Disabilities Program (SWD).

Responsibilities:
•
•
•
•
•
•
•
•
•
•

Support Students with Disabilities (SWD) to have a positive transition into secondary school.
Provide assistance to implement appropriate curriculum content/program as determined by the
subject teacher.
Assist all students in the classroom with their learning and supporting the students with disabilities
as directed by the teacher.
Foster the development of positive relationships with students in order to monitor behaviour in the
classroom, observe social practices and to identify student strengths and needs.
Undertake duties in a professional manner with particular attention given to maintaining the
confidentiality of details of students and their families at all times.
Participate in extra-curricular activities such as sports days, Fit4Life days, personal development
days, excursions and school camps.
Share feedback about student progress with subject teachers and learning support staff.
Work as a member of the Learning Diversity Team and accept and carry out direction from the
Learning Diversity Coordinators.
Attend Student Support Group meetings as required.
Attend Learning Diversity Team meetings.

General Duties:
•

Other duties as assigned by the Principal in line with the Learning Diversity Coordinators.

Conditions of Position
Attributes:
•

Excellent interpersonal and communication skills, both verbal and written including the ability to liaise
with all levels of staff, students, parents and other external clientele.

•
•
•

The ability to show initiative and judgement when required.
Demonstrated ability to work both independently and as part of a team.
Proven ability to organise, prioritise and complete a variety of tasks to deadlines with speed, efficiency
and composure, particularly when under pressure.

•
•
•

Developing problem solving, assertiveness and organisational skills.
Willingness to learn new skills.
Understanding of the importance of and need for discretion and confidentiality.
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•

Demonstrated ability to adhere to policies of the College, including maintaining minimum standards
of dress. Emmanuel vests/tops are supplied by the College for the duration of the traineeship.

Child Safety:
•

Compliance with the College's Child Safety Policy, Child Protection Reporting Obligations Policy, and
Safeguarding Children and Young People Code of Conduct, and any other policies or procedures
relating to child safety.

Occupational Health & Safety:
Employees must endorse the following principles of safe work practice:
•
•
•

Cooperate with measures introduced in the interest of occupational health and safety.
Undertake any training provided in relation to occupation health and safety.
Correctly use any information, training personal protective equipment and safety equipment provided.

Qualifications & Requirements:
•
•
•

First Aid Certificate (training provided)
Working with Children Check (to be completed if successful applicant)
Completion of a Certificate III level qualification (training provided)

Authorised
Peter Morgan, Principal
August 2020
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Position Description –

SPORT & REC TRAINEE (2 positions available)

Emmanuel College

Department:

Health/PE Faculty

Accountable to:

Health/PE Coordinator and Sports Coordinator

Salary:

As per the National Training Wage for apprentices/trainees
Currently $436.60 per week, plus superannuation

Duration:

22 January 2021 to 31 December 2021

Hours of duty:

35 hours per week plus 3 paid hours per week study release time

Leave:

All leave entitlements are taken during the gazetted school holidays

Performance report:

Quarterly appraisal as per Emmanuel College policy

Principal Accountabilities
The Sport and Rec Trainee is required to help coordinate and support both major and minor sporting
events that occur on the College calendar, and to assist with ensuring that sporting equipment is
adequately stocked and in correct working order. The role also involves some promotional and
administration work, as well as supporting teachers and students during sporting events.

Please note this role has a significant water safety component requiring the trainee to often be in the
water supporting and supervising students.

Responsibilities:
•
•
•
•

Assist with supervision and instruction of physical education and outdoor education classes.
Please Note: Overall responsibility for the students will still lie with the class teacher
Assist with the preparation of any organised sporting activity, ie equipment, uniforms.
Assist with supervision of various sporting teams at both junior and senior levels.
Assist with the organisation of intra-school house sporting activities, eg athletics, swimming, cross
country.

•
•
•

Assist with the training of inter-school sporting teams, eg athletics, swimming and cross country.
Assist with the training for teams associated with the Academy of Sport.
Undertake general administrative duties in line with physical education, outdoor education, sports
activities and the Academy of Sport, eg photocopying, organisation of buses, completion of entry
forms, and some typing.

•
•

Maintain sporting records, including results and achievements throughout the year.
General organisation of PE and Outdoor Education Faculty, eg updating equipment, cleaning
uniforms, and sports press organisation.

•
•
•

Attend and assist with excursions, camps and retreats to support staff and students.
Conduct regular stock take and ordering of PE and Outdoor Ed equipment.
Assist with articles and take photos for the newsletter and College Facebook page.

General Duties:
•

Any other duties as assigned by the Principal in line with the PE, Outdoor Education and Academy of
Sports Curriculum areas.

Conditions of Position
Attributes:
•
•

Adequate swimming ability and surf awareness.
Willingness to learn new skills.
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•
•

Competency in data entry and learning new software.
Excellent interpersonal and communication skills, both verbal and written including the ability to liaise
with all levels of staff, students, parents and other external clientele.

•
•
•

The ability to show initiative and judgement when required.
Demonstrated ability to work both independently and as part of a team.
Proven ability to organise, prioritise and complete a variety of tasks to deadlines with speed, efficiency
and composure, particularly when under pressure.
Highly developed problem solving, assertiveness and organisational skills.
Understanding of the importance of and need for discretion and confidentiality.
Demonstrated ability to adhere to policies of the College, including maintaining minimum standards
of dress. Emmanuel vests/tops are supplied by the College for the duration of the traineeship.

•
•
•

Child Safety:
•

Compliance with the College's Child Safety Policy, Child Protection Reporting Obligations Policy, and
Safeguarding Children and Young People Code of Conduct, and any other policies or procedures
relating to child safety.

Occupational Health & Safety:
Employees must endorse the following principles of safe work practice:
•
•
•

Cooperate with measures introduced in the interest of occupational health and safety.
Undertake any training provided in relation to occupation health and safety.
Correctly use any information, training personal protective equipment and safety equipment provided.

Qualifications & Requirements:
•
•
•
•
•
•

Bronze Medallion Certificate (mandatory completion – training provided if required)
Ocean experience preferred (ie surf lifesaving, surfing, strong swimmer)
First Aid Certificate (training provided)
Current Victorian Drivers Licence
Working with Children Check (to be completed if successful applicant)
Completion of a Certificate III level qualification (training provided)

Authorised
Peter Morgan, Principal
August 2020
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Appendix A
Emmanuel College
Traineeship Application Form

Emmanuel College
PO Box 486, Warrnambool, Victoria 3280
37 Ardlie Street, Warrnambool Victoria 3280
Website: www.emmanuel.vic.edu.au
Telephone: 03 5560 0888

Traineeship Application Form
Please complete this form to apply for any of the Emmanuel College traineeship positions
and return with an introductory letter and curricular vitae by Thursday 17 September 2020 to:
Shirley Errey, Human Resources Director, Emmanuel College, PO Box 486, Warrnambool 3280
email serrey@emmanuel.vic.edu.au or internal mail to the McAuley campus office

Position
For which position are you applying? (You can apply for no more than two positions)
 Administration & Events Trainee
 Arts & Media Trainee
 Languages Trainee
 Learning Support Trainee
 Sport & Rec Trainee

Applicants Details
Surname: ................................................................

Given names: ...................................................................

Address: ...................................................................................................................................................................
...........................................................................................................................
Home phone: ..........................................................

Post code: ................................

Mobile: ..............................................................................

Email address: .........................................................................................................................................................
Gender:

Male  Female 

Date of birth: ...... / ...... / ................

Secondary Education
Name of school(s) attended: ..................................................................................................................................
...................................................................................................................................................................................
Subjects studied at Year 11 & 12: .......................................................................................................................
...................................................................................................................................................................................
...................................................................................................................................................................................
...................................................................................................................................................................................

Academic & Professional
Professional Qualifications
Eg: Bronze Medallion, CPR, First Aid Certificate, TAFE Certificates
Qualification: ................................................................................................

Year completed: ........................

Training provider: ....................................................................................................................................................

Qualification: ................................................................................................

Year completed: ........................

Training provider: ....................................................................................................................................................
Qualification: ................................................................................................

Year completed: ........................

Training provider: ....................................................................................................................................................
Qualification: ................................................................................................

Year completed: ........................

Training provider: ....................................................................................................................................................
Qualification: ................................................................................................

Year completed: ........................

Training provider: ....................................................................................................................................................

Employment Details
Current employer: ...................................................................................................................................................
Position: ..................................................................................................................................................................
Address: ..................................................................................................................................................................
...................................................................................................................................................................................
Length of employment: .........................................

Hours of employment per week: ....................................

Referees
Please list the name and details of two referees.
Name: ....................................................................

Occupation: .....................................................................

School/company: ...................................................................................................................................................
Phone: ....................................................................

Mobile: .............................................................................

Name: ....................................................................

Occupation: .....................................................................

School/company: ...................................................................................................................................................
Phone: ....................................................................

Mobile: .............................................................................

Please submit copies of any written personal and professional references. Where applicable, a reference
from your parish priest or other clergyman would be appreciated.

Introductory Letter
This application form is to be accompanied by a letter in which you introduce yourself. In the letter include
your interests and achievements both in and out of school, outline your involvement in community service
and explain your interest in the traineeship. Tell us why you are the right applicant for the position.
I understand and accept that my appointment to the position in question requires a commitment to Catholic
Education.
Signature: .............................................................. Date: ...... / ...... / ................

Appendix B
Traineeships Available at
Catholic Network Primary Schools

St Patrick's Parish Primary School
'Give Yourself to Goodness'
9 – 11 William Street, Port Fairy 3284 Phone: 55681371
www.spportfairy.catholic.edu.au
email: principal@spportfairy.catholic.edu.au

POSITION DESCRIPTION
Traineeship: Certificate 111 in Education Support
Hours of Duty:

38 hours per week

Duration:

1 Year

Principal Accountabilities:
1.
Responsibilities/Duties
The Education Support trainee may perform any or all of the following tasks:
●
●
●
●
●
●
●
●
●
●
●
●
●
●
●

Monitor children during classroom and play activities
Observe and evaluate student performance, behaviour, social development, and physical
health
Organise and label materials, and display student work
Organise and supervise games and other recreational activities
Undertake playground supervision
Plan and conduct activities as part of the classroom program
Prepare materials and classrooms for class activities
Provide additional instruction in specific areas
Assist with the supervision and instruction of physical education, art and music classes as
required
Confer with parents/guardians, other teachers, specialist service personnel and administrators
Attend meetings and training
Assist with the preparation and organisation of major events within the school e.g. St Patrick’s
Day, Folk Festival, Fete, Awards Night
Assist with office administration tasks
Enter SETS sustainability data
Other duties as designated by the Principal or supervising teacher

Conditions of Position:
2.
●
●
●
●
●
●
●
●

Attributes
Willingness to learn new skills
Excellent interpersonal and personal skills, both verbal and written, including the ability to
liaise with all levels of staff, students and parents
Ability to show initiative and judgment when required
Ability to work both independently and as part of a team
Ability to organise, prioritise and complete a variety of tasks to deadlines with speed,
efficiency and composure
Highly developed problem solving and organisational skills
Understanding of the need for discretion and confidentiality
Willingness to learn new skills

3.
Occupational Health & Safety
Employees must endorse the following principles of safe work practice:
●
●

To follow the school’s Child Safe policies, procedures and workplace instructions
To follow the school’s Occupational Health and Safety policies, procedures and workplace
instructions

●

To co-operate with measures introduced in the interest of Child Safety and Occupational
Health and Safety.
To undertake any training provided in relation to Child Safety and Occupational Health and
Safety.
To correctly use any information, training, personal protective equipment and safety
equipment
To take reasonable care for your own health and safety and for the health and safety of
anyone else that may be affected by your actions or omissions whilst at work
Report any incidents within the workplace to the school without delay.

4.
●
●
●
●
●

Qualifications & Requirements
First Aid Certificate (training provided)
Current Victorian Drivers Licence
Working with Children Check (to be completed if successful)
Police check (to be completed if successful)
Completion of a Certificate 111 in Education Support (training provided)

●
●
●
●

Application and Interview Process:
Application forms should be forwarded to the Principal by Friday 11th September 2020.
Interviews will be conducted between October 5th – 9th.
St Patrick’s school community promotes the safety, wellbeing and inclusion of all children.

St Patrick's Parish Primary School
'Give Yourself to Goodness'
9 – 11 William Street, Port Fairy 3284 Phone: 55681371
www.spportfairy.catholic.edu.au
email: principal@spportfairy.catholic.edu.au

Application for Traineeship
Certificate III in Education Support
APPLICANT DETAILS
Surname:

........................................................................

Given names: .......................................................................
Address:

.................................................................................................................................

...........................................................................................................................................................
Phone number: ........................................................................
Email Address: ...............................................................................................................................
Date of Birth:

........ /......../ ..........

Gender:

……………………….

SECONDARY EDUCATION
Name of School(s) Attended: ............................................................................................................
Subjects Studied:
.....................................................................

.................................................................................

.....................................................................

...............................................................................

.....................................................................

...............................................................................

.....................................................................

...............................................................................

EMPLOYMENT DETAILS (if applicable)
Current Employer: ...................................................................................................................
Position: ...............................................................................
Address and phone number of Current Employer (if applicable)
...........................................................................................................................................................
Length of Employment: ............................

Hours of Employment per Week: ............................

ACADEMIC & PROFESSIONAL QUALIFICATIONS
QUALIFICATION

INSTITUTION

YEAR OF
COMPLETION

e.g. Bronze Medallion, First Aid, CPR, TAFE Certificates

REFEREES
Please list the name and details of three referees.
Name: …………………………………………………………….
Occupation…………………………………….
School/Company:
…………………………………..…………………….………………………………………
….
Phone: ……………………………….…………….
Mobile:……………………………………………………….
Name: …………………………………………………………….
Occupation…………………………………….
School/Company:
…………………………………………………………………………………………………
….
Phone: ………………………………….………….
Mobile:………………………………….…………………….
Name: …………………………………………………………….
Occupation…………………………………….
School/Company:
…………………………………………………………………………………………………
….
Phone: …………………………………………….
Mobile:…………………………….………………………….
Please submit copies of any written personal and professional references.
Where applicable, a reference from your parish priest or other clergyman would be appreciated.

SUPPORTING STATEMENT
This form may be accompanied by a Supporting Statement which expresses your
interest in the school and the position. If you wish, you may also elaborate on any information
given in the form.
I understand and accept that my appointment to the position in question requires a
commitment to Catholic Education.
I understand that St Patrick’s school community promotes the safety, wellbeing and inclusion of
all children.
Signature

Date ......../. ........ /2020

To apply, please return this completed form, together with your resumé and a covering letter to:
Mr Peter Sanderson
Principal
St Patrick’s Parish Primary School
9-11 William St
PORT FAIRY VIC 3284
email: principal@spportfairy.catholic.edu.au
Applications close: Friday 11th September, 2020.

OUR LADY HELP OF CHRISTIANS PRIMARY SCHOOL

TRAINEESHIP POSITIONS
2021

Our Lady Help of Christians School
Warrnambool East

OUR LADY HELP OF CHRISTIANS PRIMARY SCHOOL

TABLE OF CONTENTS
Traineeships at Our Lady Help of Christians School

3

Trainee Application & Interview Process

4

Selection Criteria for Traineeship Positions

5

Position Specification & Duty Statements
School Services Officer Trainee - Classroom Support

6

School Services Officer Trainee

- Classroom & Japanese Language Support

9

School Services Officer Trainee

- ICT

Traineeship Application Form

12

15

OUR LADY HELP OF CHRISTIANS PRIMARY SCHOOL

Traineeships at Our Lady Help of Christians School
Our Lady Help of Christians is offering three Education Support traineeships for 2021
to students who successfully complete Year 12 in 2020. Two positions are classroom
based and one has a dual focus on classroom and Japanese language support.
Each position is for 12 months and is an excellent opportunity to gain employment
experience in a friendly workplace whilst also studying a certificate course related to
the position.
Traineeships at OLHC are undertaken full-time and include:
•

Paid employment under an appropriate industrial arrangement.

•

Structured on-the-job training.

•

A training program, delivered by a Registered Training Organization (such as
TAFE), through which you will gain a nationally recognised qualification.

OLHC trainees require initiative, good communication, organisation skills and
flexibility. In return, trainees receive a chance to work in a professional, supportive
workplace with staff that support the trainee to develop their knowledge and skills. It
also provides an income that supports many trainees to pursue tertiary study at the
conclusion of their traineeship.
If you feel these positions may be of interest to you, I invite you to apply.

Eugene Dalton
Principal
Our Lady Help of Christians School

OUR LADY HELP OF CHRISTIANS PRIMARY SCHOOL

TRAINEE APPLICATION & INTERVIEW PROCESS
The trainee positions will be advertised from Friday 21st August 2020.
Application forms should be forwarded to the Principal by Friday 18th September
2020.
•

Applicants should list any relevant experience and qualifications.

•

Applications should contain the names and contact details of three referees.

All applicants will be considered by a panel and where necessary the appropriate
candidates will be interviewed by the panel. The candidates will be selected on their
application, experience and interview for the position.
Interviews: Interviews will take place early term four 2020
•

The interview panel will consist of staff from OLHC Leadership Team.

Post Interview:
The Principal will notify applicants of the outcome of the interview as soon as
practicable after the interview.
Successful applicants will be issued with a letter of appointment, documenting the
conditions of appointment.
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SELECTION CRITERIA FOR TRAINEESHIP POSITIONS
Applicants who choose to apply for a traineeship position should be able to articulate
and demonstrate a commitment to the following, as a guide to selection criteria:•

Commitment to the Vision/Mission of Our Lady Help of Christians School.

•

Has participated fully in the life of Emmanuel College as a student and has
recommendations from the College.

•

Ability to communicate with parents, teachers and students.

•

Openness to new ideas and processes.

•

Commitment to constant improvement.

•

Demonstration of organisational skills.

•

Demonstrated ability to work in a team environment.

•

Demonstrate an understanding of the specific duties and responsibilities of
the role.

•

Willingness to obtain necessary qualifications and skills required by the role.

•

Being a past student of OLHC School is a consideration but not essential.

OUR LADY HELP OF CHRISTIANS PRIMARY SCHOOL

ROLE DESCRIPTION
SCHOOL SERVICE OFFICER – Classroom Support
Gospel Value: Respect, Justice, Community, Faith and Service
Position Title: School Services Officer - Trainee
Reporting Relationship:
The SSO is directly responsible to:

•

The Principal and Parish Priest through delegation to the Special Education Coordinator.

Limits of Authority/Delegation:
Work to be undertaken by the SSO to be authorized by the Principal and/or Parish Priest.

Clear Objectives:
The SSO shall:
1. Implement programs as directed by the regular class teacher, Speech Therapist, Occupational
Therapist or any such support service personnel.
2. To assist with the planning, monitoring and evaluating of the Integration Program for each child.
3. To attend Integration Enrolment Support Group meetings and any other meeting called for the
purpose of ascertaining the needs of the children who require the IntegrationProgram.
4. To be available to participate in In-Service Education Activities with a particular emphasis on
Integration.
5. As a member of Staff to assist with the supervision of children, e.g. Yard Supervision, Sick Bay etc
on a pro rata basis.
6. Be receptive to changing technology and administrative procedures.
7. Be prepared to update qualifications where necessary.
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Classroom Support:
•

Typing children's stories.

•

Working with small groups of children on a given task.

•

Working with an individual child on a given task.

•

Arranging children's work for display.

•

Assisting with excursions.

•

Preparing resources e.g. setting up paints for an Art lesson.

•

Locating resources.

•

Photocopying.

•

Typing.

Equipment Operation:
Operation of general equipment such as all those generally associated with the day to day
operation of an office. For example, telephone, intercom, P.A. system, facsimile,
photocopier, guillotine, calculator, shredder, computers and associated printers.

Computer Operation - Word Processing:
•

Use a variety of software programs and packages developed for school
administration. Programs include:
o

Microsoft Office

Appropriate Apps

o

Internet explorer

Earobics

o

Email

Google docs

Information Handling Skills:
•

Prepare and collate documents. ie prep testing

•

Maintain filing system - create, extract, monitor, review, close, archive.

•

Access, identify and extract information e.g. records pertaining to students,
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School Environment Specialist Skills:
•

Apply detailed knowledge of school policies and procedures.

•

Respond to and act on internal and external enquiries.

•

Arrange appropriate location of office equipment, filing cabinets.

•

Order and store appropriate office stationery and requisites.

Evaluation/Performance Appraisal of Position:
•

This is undertaken annually, in August by the SSO and Principal. Tasks as listed,
worked through by the Integration Aide and Principal to see that all tasks still
pertain to position and revise where necessary.

This school community promotes the safety, wellbeing and inclusion of all children.
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ROLE DESCRIPTION
SCHOOL SERVICE OFFICER – Classroom Support & Japanese Language Support
Gospel Value: Respect, Justice, Community, Faith and Service
Position Title: School Services Officer – classroom and Japanese language support
Reporting Relationship:
The SSO is directly responsible to:

•

The Principal and Parish Priest through delegation to the LOTE Coordinator.

Limits of Authority/Delegation:
Work to be undertaken by the SSO to be authorized by the Principal and/or Parish Priest.

Clear Objectives:
The Trainee is required to support the classroom teacher and LOTE coordinator
1. Implement programs as directed by the regular class teacher, and LOTECoordinator.
2. To assist with the planning, monitoring and evaluating of the LOTE program.
4. To be available to participate in In-Service Education Activities with a particular emphasis on
LOTE.
5. As a member of Staff to assist with the supervision of children, e.g. Yard Supervision, Sick Bay etc
on a pro rata basis.
6. Be receptive to changing technology and administrative procedures.
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Classroom Support:
•

Typing children's stories.

•

Working with small groups of children on a given task.

•

Working with an individual child on a given task.

•

Arranging children's work for display.

•

Assisting with excursions.

•

Preparing resources e.g. Language cards

•

Locating resources.

•

Photocopying.

•

Typing.

Equipment Operation:
Operation of general equipment such as all those generally associated with the day to day operation
of an office. For example, telephone, intercom, P.A. system, facsimile, photocopier,
guillotine, calculator, shredder, computers and associated printers.

Computer Operation - Word Processing:
•

Use a variety of software programs and packages developed for school
administration. Programs include:
o

Microsoft Office

Appropriate Apps

o

Internet explorer

Earobics

o

Email

Google docs

Information Handling Skills:
•

Prepare and collate documents. ie prep testing

•

Maintain filing system - create, extract, monitor, review, close, archive.

•

Access, identify and extract information e.g. records pertaining to students,
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School Environment Specialist Skills:
•

Apply detailed knowledge of school policies and procedures.

•

Respond to and act on internal and external enquiries.

•

Arrange appropriate location of office equipment, filing cabinets.

•

Order and store appropriate office stationery and requisites.

•

CONDITIONS OF POSITION
Attributes
1. Willingness to learn new skills
2. Excellent interpersonal and communication skills, both verbal and written including the
ability to liaise with all levels of staff, students, parents and other externalclientele.
3. The ability to show initiative and judgement when required.
4. Demonstrated ability to work both independently and as part of a team
5. Proven ability to organise, prioritise and complete a variety of tasks to deadlines with
speed, efficiency and composure, particularly when under pressure
6. Highly developed problem solving, assertiveness and organisational skills
7. Punctual and reliable at all times

•

Occupational Health & Safety
Employees must endorse the following principles of safe work practice:
1. To co-operate with measures introduced in the interest of Occupational Health and Safety
2. To undertake any training provided in relation to Occupation Health and Safety
3. To correctly use any information, training personal protective equipment and safety
equipment provided

Evaluation/Performance Appraisal of Position:
•

This is undertaken annually, in August by the SSO and Principal. Tasks as listed,
worked through by the Trainee and Principal to see that all tasks still pertain to
position and revise where necessary.

This school community promotes the safety, wellbeing and inclusion of all children.
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ROLE DESCRIPTION
SCHOOL SERVICE OFFICER – ICT
Gospel Value: Respect, Justice, Community, Faith and Service
Position Title: School Services Officer – classroom and ICT support
Reporting Relationship:
The SSO is directly responsible to:

•

The Principal and Parish Priest through delegation to the ICT Manager.

Limits of Authority/Delegation:
Work to be undertaken by the SSO to be authorized by the Principal and/or Parish Priest.

Clear Objectives:
The ICT Services Trainee is required to support the ICT Manager.

Responsibilities:
1. Assist in the resolution of day to day operational ICT requests as reported by OLHC staff and students.

2. Assist in the recording, tracking and updating of ICT requests by OLHC staff and students.

3. Assist OLHC staff in the use of ICT equipment within the school learning environments.

4. Assist with the deployment of new ICT equipment to OLHC staff and students.

5. Assist with the general organisation of ICT Services areas, ensuring a clean and presentable
6. Environment is provided to OLHC staff and students.

7. Engage in proactive ICT tasks to minimise the potential of issues, eg check classroom ICT equipment
for satisfactory operation.

8. Regularly communicate and update users with the progress of their requests.

9. Ability to follow ICT processes as directed by ICT Manager and engage contractors in completion of
hardware repairs.

10. Ensure that all services are delivered in a confidential and professional manner.
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11. Provide general technical support for teaching staff.

General Duties:
Other duties as assigned by the Principal in line with the ICT Manager.

Conditions of Position:
Attributes
1. Willingness to learn new skills.
2. Excellent interpersonal and communication skills, both verbal and written including the ability to
liaise with all levels of staff, students, parents and other external clientele.
3. The ability to show initiative and judgement when required.
4. Demonstrated ability to work both independently and as part of a team.
5. Proven ability to organise, prioritise and complete a variety of tasks to deadlines with speed,
efficiency and composure, particularly when under pressure.
6. Highly developed problem solving, assertiveness and organisational skills.
7. Punctual and reliable at all times.

Occupational Health & Safety:
Employees must endorse the following principles of safe work practice:
1. To co-operate with measures introduced in the interest of Occupational Health and Safety.
2. To undertake any training provided in relation to Occupation Health and Safety.
3. To correctly use any information, training personal protective equipment and safety equipment
provided.

This school community promotes the safety, wellbeing and inclusion of all children.
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TRAINEESHIP APPLICATION FORM
Our Lady Help of Christians School is committed to child safety and is legally required to obtain the following information
about a person whom it proposes to engage to perform child-connected work:
a.
Working with Children Check status, or similar check
b.
proof of personal identity and any professional or other qualifications
c.
the person’s history of work involving children
d.
references that address the person’s suitability for the job and working with children.
It is a requirement that all applicants complete this form. You must complete all parts of the form. Any false or incomplete
statement or information in this form or in connection with your application for employment may lead to a rejection of your
application for employment. Any information provided by you in this form may be checked by the prospective employer with
relevant authorities, previous employers, referees or sources. By signing or submitting this form you consent to these preemployment checks. Information provided will be treated in accordance with the Privacy Act 1988 (Cth).

POSITION
□ School Services Trainee – Classroom Support
□ School Services Trainee – Classroom & Japanese Language Support
□ School Services Trainee – ICT
APPLICANTS DETAILS
Surname: ...................................................................................... Given Names: .........................................................
Address:
........................................................................................................................................................................................
........................................................................................................... Post Code:...........................................................
Home Phone: ................................................................................... Mobile: ................................................................
Email Address:................................................................................................................................................................
Gender: Male □

Female □

Date of Birth: ..... / ..... / ...............

SECONDARY EDUCATION
Name of School(s) Attended:
........................................................................................................................................................................................

Subjects Studied
...........................................................................................................................................................................................
...........................................................................................................................................................................................

PRIMARY EDUCATION
Name of School(s) Attended: ..........................................................................................................................................
........................................................................................................................................................................................
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ACADEMIC & PROFESSIONAL QUALIFICATIONS
Qualification

Institution

Year of Completion

Eg: Bronze Medallion, CPR / First Aid Certificate / TAFE Certificates

EMPLOYMENT DETAILS
Current Employer: ......................................................................... Position: .................................................................
Address:.........................................................................................................................................................................
Length of Employment: ..........................................................

Hours of Employment perWeek: ............................

REFEREES
Please list the name and details of three referees.
Name: .......................................................................................... Occupation: .............................................................
School/Company.............................................................................................................................................................
Phone: ....................................................................

Mobile: ......................................................................

Name:.......................................................................................... Occupation:..............................................................
School/Company............................................................................................................................................................
Phone: ....................................................................

Mobile: ......................................................................

Name: ....................................................................................... Occupation: ................................................................
School / Company:.........................................................................................................................................................
Phone: ....................................................................

Mobile: .......................................................................

Please submit copies of any written personal and professional references. Where applicable, a
reference from your parish priest or other clergyman would be appreciated.
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SUPPORTING STATEMENT
This application form may be accompanied by a supporting statement which expresses your interest in OLHC
School and /or the position offering. If you wish, you may also elaborate on any information given in the form.
I understand and accept that my appointment to this position requires compliance with the school's child-safe
policy and code of conduct.
I understand and accept that my appointment to the position in question requires a commitment to Catholic
Education.
Signature: ............................................................... Date: ………. / ………. / ………………….

TO APPLY, PLEASE RETURN THIS COMPLETED FORM TO:
Mr Eugene Dalton
Principal
Our Lady Help of Christians School 28
Selby Rd
WARRNAMBOOL VIC 3280

Certificate III in Education Support Traineeship
Learning Support Trainee
Hours of Duty:

31.70 hours per week
8.30am to 3.30pm with a 40 minute lunch break.

This traineeship is available from 28th January 2021 - 18th December 2021.
Trainee Duties/Responsibilities:
•
Assist with the supervision and instruction of physical education two days per week
•
Assist with children during class time and play activities
•
Assisting in classrooms across all year levels
•
Prepare materials and classrooms for class activities
•
Supervision of students during 1st lunch break (Yard Duty)
•
Office administration duties each morning from 8.30am - 9.10am
•
Marking the afternoon bus roll and ensuring students board buses safely
•
Other duties as designated by the Principal or supervising teacher/staff member
Applicants must be prepared to complete a Certificate III in Education Support. Employment will be through
WestVic Training.

Child Safety
St John’s Primary School is committed to child safety and is legally required to obtain the following
information about a person whom it proposes to engage to perform child-connected work:
•
•
•
•

Working with Children Check status, or similar check
Proof of personal identity and any professional or other qualifications
The person’s history of work involving children
References that address the person’s suitability for the job and working with children

It is a requirement that all applicants complete this form. You must complete all parts of the form. Any false
or incomplete statement or information in this form or in connection with your application for employment may
lead to a rejection of your application for employment. Any information provided by you in this form may be
checked by the prospective employer with relevant authorities, previous employers, referees or sources. By
signing or submitting this form you consent to these pre-employment checks. Information provided will be
treated in accordance with the Privacy Act 1988 (Cth).

This school community promotes the safety, wellbeing and inclusion of all children.

Application for Traineeship
Certificate III in Education Support Traineeship
Surname:

…………………………………………………….

Given Names :

…………………………….

Address:

……………………………………………………

…………………………...

…………………………………………………...
…………………………………………………...
Phone Number:

…………………………………………...

Personal Information
Date of Birth:

…….. /……../ ……….

Current Employment (if applicable)
Employer:

………………………………………………………………….

Address and phone number of Current Employer (if applicable)
…………………………………………………………………………………………………………………
.………………………………………………………………………………………………………….…….
Length of Employment:

…………………….

Hours worked per Week:

…………………….

Secondary Education
Name of school(s) attended: ……………………………………………………………
………………………………………………...………….

Academic and Professional Qualifications
Qualification

Institution

Eg. Bronze Medallion, C.P.R, Tafe Certificates

Year of Completion:

Subjects Studied:
…………………………………………………….

……………………………………………

…………………………………………………….

……………………………………………

…………………………………………………….

……………………………………………

…………………………………………………….

……………………………………………

Please list the Name, Address and Occupation of three referees
Name

Position

School/Company

Telephone

Please submit copies of any written personal and professional references. (Where applicable a reference
from your parish priest or other clergyman would be appreciated).

Declaration:
I understand and accept that my appointment to the position in question requires a commitment to Catholic
Education.

Signature

Date ……../………/2020

Application Process:
Please email this completed form and a covering letter which expresses your interest in the School and/or
the position offered to:
Mrs Kathy Dalton
Principal
kdalton@sjdennington.catholic.edu.au
Applications close: Friday 25th September, 2020 at 4.00pm.
Interviews will be conducted through WestVic Training supported by school Principal in the week beginning
Monday 5th October, 2020.

Certificate III in Education Support Traineeship
Japanese Assistant Trainee
This traineeship is available from 28th January 2021 - 18th December 2021.
Hours of Duty:

31.70 hours per week
8.30am to 3.30pm with a 40 minute lunch break.
3 days a week at St John’s Primary School, Dennington
2 day a week at St Joseph’s Primary School, Warrnambool

Trainee Duties/Responsibilities:
♦
Assist with children during class time and play activities
♦
Prepare materials and classrooms for class activities
♦
Supervision of students during 1st lunch break (Yard Duty)
♦
Other duties as designated by the Principal or supervising teacher/staff member.
Applicants must be prepared to complete a Certificate III in Education Support. Employment will be through
Westvic Training.

Child Safety
St John’s Primary School and St Joseph's Primary School are committed to child safety and legally required
to obtain the following information about a person whom they propose to engage to perform childconnected work:
•
•
•
•

Working with Children Check status, or similar check
Proof of personal identity and any professional or other qualifications
The person’s history of work involving children
References that address the person’s suitability for the job and working with children

It is a requirement that all applicants complete this form. You must complete all parts of the form. Any false or
incomplete statement or information in this form or in connection with your application for employment may
lead to a rejection of your application for employment. Any information provided by you in this form may be
checked by the prospective employer with relevant authorities, previous employers, referees or sources. By
signing or submitting this form you consent to these pre-employment checks. Information provided will be
treated in accordance with the Privacy Act 1988 (Cth).

Our school communities promote the safety, wellbeing and inclusion of all children.

Application for Traineeship
Certificate III in Education Support Traineeship
Surname:

…………………………………………………….

Given Names :

…………………………….

Address:

……………………………………………………

…………………………...

…………………………………………………...
…………………………………………………...
Phone Number:

…………………………………………...

Personal Information
Date of Birth:

…….. /……../ ……….

Current Employment (if applicable)
Employer:

………………………………………………………………….

Address and phone number of Current Employer (if applicable)
…………………………………………………………………………………………………………………
.………………………………………………………………………………………………………….…….
Length of Employment:

…………………….

Hours worked per Week:

…………………….

Secondary Education
Name of school(s) attended: ……………………………………………………………
………………………………………………...………….

Academic and Professional Qualifications
Qualification

Institution

Eg. Bronze Medallion, C.P.R, Tafe Certificates

Year of Completion:

Subjects Studied:
…………………………………………………….

……………………………………………

…………………………………………………….

……………………………………………

…………………………………………………….

……………………………………………

…………………………………………………….

……………………………………………

Please list the Name, Address and Occupation of three referees

Please submit copies of any written personal and professional references. (Where applicable a reference
from your parish priest or other clergyman would be appreciated).

Declaration:
I understand and accept that my appointment to the position in question requires a commitment to Catholic
Education.

Signature

Date ……../………/2020

Application Process:
Please email this completed form and a covering letter which expresses your interest in the Schools and/or
the position offered to:
Mrs Kathy Dalton
Principal
kdalton@sjdennington.catholic.edu.au
Applications close: Friday 25th September, 2020 at 4.00pm.
Interviews will be conducted through WestVic Training supported by school Principal in the week beginning
Monday 5th October, 2020.

Certificate 111 in Education Support Traineeship
Learning Support Trainee

Hours of duty

35 - 38 hours per week
8.30am to 4.30pm with a 30 minute lunch break.
Hours may change due to timetable changes

Duration

1 Year

Commencement
End of Contract

27th January 2021
17th December 2021

Employment will be through Westvic Training. Interviews will be co inducted through
Westvic supported by school Principal (or delegate) and school Business Manager.
Child Safety
St Pius X is committed to child safety and legally required to obtain the following
information.
● working with Children Check statue
● Proof of personal identity and any professional or other qualifications
● Your history of work involving children
● References that address your suitability for the position and working with
children.
It is a requirement that you complete this form. You must complete all sections. Any
false or incomplete statement or i information in the form or in connection with your
application for employment may lead to a rejection of your application for employment.
any information provided by you in this form may be checked by the St. Pius X with
relevant authorities, previous employers, referees or other sources. By signing or
submitting this form you consent to these pre-employment checks. Information
provided will be treated in accordance with the Provacy act 1988 (Cth).

St Pius X Parish School intends to offer three traineeships in 2021.

Trainee Role Requirements 2021
● Maintain a commitment to completing units of work to complete Certificate
111 in Business as provided by South West TAFE.
● Communicate clearly with students, staff and families.
● Have proficiency with written communication; reading, handwriting and
spelling
● Complete tasks as directed by allocated teachers and administration staff.
● Assist with simple administration tasks as required, such as phone & email
communication, dealing with money, taking messages.
● Support students in their learning, either individually or in small groups.
● Maintain responsible behaviour and speech in the presence of children.
● Support the school canteen by coordinating morning ordering and the
distribution of lunches.
● Attend school excursions as required (check the teacher you work with is
aware of your absence).
● Be open to participating in the life of the school by joining in special school
events (eg. the school fair).
● Maintain a professional manner, respecting the confidentiality of colleagues
and families
● Assist in the publication of the annual school magazine.

Specific Requirements of the Physical Education Trainee
● Display a passion and proficiency in a sport or another physical discipline.
● Assist setting up equipment for Physical Education lessons and other sporting events.
● Assist the Physical Education teacher by modelling to, coaching and working with
students from across the school.
● Helping to manage Physical Education resources.
● Locking gates at the beginning of the day, in line with our school safety procedures
and unlocking prior to student dismissal.
● Assisting the teacher supervising afternoon carpark duty.

Specific Requirements of the Arts Trainee
● Display a passion and proficiency in the Arts.
● Assist setting up equipment and resources for Arts lessons and be available to clean
up at the end of the day’s lessons.
● Assist the Arts teacher by modelling to and assisting students in the course of Arts
lessons.
● Help to manage Arts resources in conjunction with the Arts teacher.
● Assisting the teacher supervising afternoon carpark duty.
● supervise eating time with teacher

Specific Requirements of the Digital Technology Trainee
● Display proficiency in usage of computers and experience with other forms of digital
technology.
● Assist setting up equipment and resources for DT lessons and be available to clean
up at the end of the day’s lessons.
● Assist the DT teacher by modelling to and assisting students in the course of DT
lessons.
● Help to manage technology resources in conjunction with the DT teacher.
● Assist in maintaining the library by adding books to the system and contacting
resources.
● Help to manage in the organisation of the book clubs and book fairs.
● Assisting the teacher supervising afternoon carpark duty.

Application For Traineeship
Certificate 111 in Education Support Traineeship

APPLICANTS DETAILS
Surname:

....................................................

Given Names:

……………...................................

Address: ....................................................................................................................
...........................................................................Post Code: .........................
Home Phone: ......................................................Mobile:....................................
Email Address: ...........................................................................................................

Personal Information
Gender: Male □ Female □
Date of Birth: ..... / ..... / ...............
Secondary Education
Name of School(s) Attended:

.........................................................................
.........................................................................

Subjects Studied:
................................................... ...........................................................
................................................... ...........................................................
................................................... ...........................................................
................................................... ...........................................................

Academic and Professional qualifications
Qualification

Institution

Year of completion

Eg. Bronze Medallian, CPR, TAFE Certificate, Drivers Lic.

Referees
Please list the name and details of three referees.
Name: ............................................................... Occupation: ...................................
School / Company: ...................................................................................................
Phone: .......................................................... Mobile: .........................................

Name: ............................................................... Occupation: ...................................
School / Company: ...................................................................................................
Phone: .......................................................... Mobile: .........................................

Name: ............................................................... Occupation: ...................................
School/ Company: ........................................................................................................
Phone: .......................................................... Mobile: .........................................
CHILD SAFE SCHOOL
As a Child Safe School all appointees will need to gain a Working With
Children Card, meet and be supportive of our Child Safe Policy and Code of
Conduct which are available on our website.
www.spwarrnambool.catholic.edu.au

Employment Details
Current employer

................................................

Position:

................................................

Address: ...............................................................................................................
Length of Employment: ....................................
Hours of Employment per Week: ................

SUPPORTING STATEMENT
This application form may be accompanied by a supporting statement which
expresses your interest in St Pius X and /or the position offering. If you wish, you
may also elaborate on any information given in the form.
I understand and accept that my appointment to the position in question requires a
commitment to Catholic Education.

Signature: .....................................................Date: ………. / ………. / ……….

TO APPLY PLEASE RETURN THIS COMPLETED FORM BY 25 SEPTEMBER
TO:
Mrs Anne Kerr
Business Manager
St Pius X Parish Primary School
32 - 34 Hoddle Street
WARRNAMBOOL VIC 3280

St Patrick’s Parish Primary School, Koroit.
POSITION DESCRIPTION
Traineeship: Certificate III in Education Support

Hours of Duty:

38 hours per week

Duration:

1 year

1. Responsibilities/duties:
The Education Support trainee may perform any or all of the following tasks:
• Monitor children during classroom and play activities
• Observe and evaluate student performance, behaviour, social development, and physical
health
• Organise and label materials, and display student work
• Organise and supervise games and other recreational activities
• Undertake playground supervision
• Plan and conduct activities as part of the classroom program
• Prepare materials and classrooms for class activities
• Provide additional instruction in specific areas
• Assist with the supervision and instruction of physical education, art and music classes as
required
• Confer with parents/guardians, other teachers, specialist service personnel and
administrators
• Attend meetings and training
• Assist with the preparation and organisation of major events within the school eg
St Patrick’s Day, Koroit Irish Festival, Awards Night
• Assist with office administration tasks
• Enter SETS sustainability data
• Other duties as designated by the Principal or supervising teacher
2. Attributes
• Willingness to learn new skills
• Excellent interpersonal and personal skills, both verbal and written, including the ability to
liaise with all levels of staff, students and parents
• Ability to show initiative and judgment when required
• Ability to work both independently and as part of a team
• Ability to organise, prioritise and complete a variety of tasks to deadlines with speed,
efficiency and composure
• Highly developed problem solving and organisational skills
• Understanding of the need for discretion and confidentiality
3. Occupational Health & Safety
Employees must endorse the following principles of safe work practice:
• To follow the school’s Child Safe policies, procedures and workplace instructions
• To follow the school’s Occupational Health and Safety policies, procedures and workplace
instructions
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•
•
•
•
•

To co-operate with measures introduced in the interest of Child Safety and Occupational
Health and Safety
To undertake any training provided in relation to Child Safety and Occupational Health and
Safety.
To correctly use any information, training, personal protective equipment and safety
equipment
To take reasonable care for own health and safety and for the health and safety of anyone
else that may be affected by your actions or omissions whilst at work
Report any incidents within the workplace to the school without delay

4. Qualifications & Requirements
•
•
•
•
•

First Aid Certificate (training provided)
Current Victorian Drivers Licence
Working with Children Check (to be completed if successful)
Police check (to be completed if successful)
Completion of a Certificate III in Education Support (training provided)

Application and Interview Process
Application forms should be forwarded to the Principal by Monday 5 October 2020.
Interviews will be conducted between Monday 19 October and Friday 23 October 2020.
St Patrick’s school community promotes the safety, wellbeing and inclusion of all children.
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St Patrick’s Parish Primary School, Koroit.
APPLICATION FOR TRAINEESHIP
Traineeship: Certificate III in Education Support

APPLICANT DETAILS
Surname: ..........................................................................................................................................
Given

names:....................................................................................................................................

Address:

...........................................................................................................................................

.........................................................................................................................................................
Phone number: .................................................................................................................................
Email address: ..................................................................................................................................
Date of birth: .....................................................................................................................................
Gender:.............................................................................................................................................
SECONDARY EDUCATION
Name of school(s) attended: .............................................................................................................
.........................................................................................................................................................
Subjects studied:...............................................................................................................................
.........................................................................................................................................................
.........................................................................................................................................................
.........................................................................................................................................................
EMPLOYMENT DETAILS (if applicable)
Current employer: .............................................................................................................................
Position: ............................................................................................................................................
Address and phone number of current employer (if applicable):........................................................
.........................................................................................................................................................
.........................................................................................................................................................
Length of employment: .....................................................................................................................
Hours of employment per week:........................................................................................................
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ACADEMIC & PROFESSIONAL QUALIFICATIONS
Qualification

Institution

Year of Completion

eg Bronze Medallion, First Aid, CPR, TAFE Certificate
REFEREES
Please list the name and details of three referees.
Name: ...............................................................................................................................................
Occupation:.......................................................................................................................................
School/Company:..............................................................................................................................
Phone: ..............................................................................................................................................
Email:................................................................................................................................................
Name: ...............................................................................................................................................
Occupation:.......................................................................................................................................
School/Company:..............................................................................................................................
Phone: ..............................................................................................................................................
Email:................................................................................................................................................
Name: ...............................................................................................................................................
Occupation:.......................................................................................................................................
School/Company:..............................................................................................................................
Phone: ..............................................................................................................................................
Email:................................................................................................................................................
Please submit copies of any written personal and professional references.
Where applicable, a reference from your parish priest or other clergyman would be appreciated.
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SUPPORTING STATEMENT
This form may be accompanied by a supporting statement which expresses your interest in the
school and the position. If you wish, you may also elaborate on any information given in the form.
I understand and accept that my appointment to the position in question requires a commitment to
Catholic Education.
I understand that St Patrick’s school community promotes the safety, wellbeing and inclusion of all
children.

Signature: ..............................................................................

Date: .............................................

To apply, please return this completed form, together with your resume and a covering letter to:
Mr Nick Murrell
Principal
St Patrick’s Parish Primary School
20 Queen Street
KOROIT VIC 3282
Email: principal@spkoroit.catholic.edu.au
Applications close: Monday 5 October 2020
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