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Marian College Ararat

Application Package

Position:  Human Resources Manager


Closing Date
4.00pm, 31st May 2021





Dear Applicant
Marian College is seeking a suitably experienced person to join our Admin Team.  This is a great opportunity for a person with Human Resources experience.  Thank you for applying for a position at Marian College Ararat.  
Please note
·  Application close at 4.00pm on 31st May 2021.   Applications including cover letter, Resume and ‘Application For Employment’ are asked to be emailed to the Principal, Carmel Barker, at principal@mcararat.catholic.edu.au
· Your application will be acknowledged and a copy of the Marian College Employment Privacy Policy will be forwarded to you.
· After applications close, you will be advised if you have been successful in securing an interview for this position.
Any information provided by you in connection with your application for employment may be checked by Marian College with relevant authorities, previous employers, referees or sources.  By making an application for this position you consent to these pre-employment checks.
For any further information in relation to the position, please contact Sandra Faneco, Human Resources Manager via sfaneco@mcararat.catholic.edu.au  or (03) 5352 3861.
Yours sincerely,
[image: ]
Mrs. Carmel Barker
Principal



Position Description
Job Title:		Human Resources Manager
Tenure:			Ongoing
Load:			Full time position
Remuneration:		Commencing $79,789 to $90,883 pa depending on experience



Key Selection Criteria:
In support of your application, please include evidence of your capacity and potential to meet the following criteria:
	Key Selection Criteria for Marian College


	Commitment to 
Catholic Education 

	· An understanding of the ethos of a Catholic school and its mission 
·  A willingness to support the College’s values, policies and procedures.     

	Commitment to 
Child Safety
	· Experience working with children 
· A demonstrated understanding of child safety
· A demonstrated understanding of appropriate behaviours when engaging with children
· Familiarity with legal obligations relating to child safety (e.g. mandatory reporting)
· Be a suitable person to engage in child-connected work

	Education and Experience

	· Demonstrated experience to perform a Human Resources role
· Any relevant qualifications

	Skills/Attributes

	· Ability to work as part of a team 
· Self-motivation 
· Excellent interpersonal and communication skills and the ability to liaise and communicate effectively with others.
· Ability to develop and maintain strong working relationships with key stakeholder
· Sound organisational skills including strong attention to detail







	Marian College Ararat
	



Human Resources Manager

	Location: Marian College Ararat

	Classification: Education Support Officer, Category B, Level 4

	Reports to: Principal, Business Manager

	Reportees: Payroll/Support Officer



	STATEMENT OF DUTIES

	Commitment to 
Catholic Education 
	· An understanding of the ethos of a Catholic school and its mission. 
· A willingness to support the College’s values, policies and procedures.
      

	Human Resources Manager
	Oversee, manage and coordinate HR activities including:
· Payroll functions including reporting
· Processing and maintaining Staffing records including leave and professional development.
· Coordinate recruitment activities including Advertising  organising interviews and preparing contracts of employment and letters of appointment.
· Undertaking salary assessments of new staff
· Inducting new staff
· Work Cover claims
· Return to Work arrangements
· Preparing advice to staff on changes to employment.
· Providing advice to the Principal on employment conditions and related matters.
· In conjunction with Daily Organiser co-ordinate employment and induction of temporary staff.
· Preparing annual Salary budget
· Preparing external staffing surveys/reports. 

In conjunction with Business Manager co-ordinate compliance activities including:
· Anaphylaxis and first aid training and recording
· Mandatory reporting
· Teacher registrations
· Working with Children 
· College compliance systems.
· Maintaining College Complispace software. 

Oversee, manage or co-ordinate other activities including:
· Preparing and submitting accurate information for the CENSUS and other surveys as required.
· Maintaining College calendars on Google and Simon
· Administering Staff Laptop loan and Novated Lease (or equivalent) programs.
· Payment and induction of pre-service teachers.
· Maintaining  archival documentation of the College

As a senior member of the College Administrative Team the occupant is a member of the College Stewardship Finance Committee and is expected to support other College activities not directly related to the position description.

	Commitment to Child Safety
	· A demonstrated understanding of child safety
· A demonstrated understanding of appropriate behaviours when engaging with children
· Be a suitable person to engage in child-connected work 
· Must hold or be willing to acquire a Working with Children Check card and must be willing to undergo a National Police Record Check
· Be familiar with and comply with the school's child-safe policy and code of conduct, and any other policies or procedures relating to child safety 
· Assist in the provision of a child-safe environment for students
· Demonstrate duty of care to students in relation to their physical and mental wellbeing

	General Duties
	· Contribute to a healthy and safe work environment for yourself and others and comply with all safe work policies and procedures
· Comply with all College policies and procedures
· Attend school meetings and after school services/assemblies, sporting events, mass, community and faith days as required by the Principal
· Demonstrate professional and collegiate relationships with colleagues
· Other duties as directed by the Principal

	Skills/Attributes

	· Ability to work as part of a team 
· Excellent interpersonal and communication skills
· Good oral and written communication skills, including ability to communicate with children, parents and the school community
· Ability to develop and maintain strong working relationships with key stakeholders 
· Capacity to work to tight timelines
· Proven capacity to work independently
· Sound organisational skills including strong attention to detail
· Proven time-management skills
· Self-motivation 






Application for Employment – Human Resources Manager
Marian College 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 pre-employment checks. Information provided will be treated in accordance with the Privacy Act 1988 (Cth).
I wish to apply for employment for the position advertised in 
	
	
	

	(Newspaper, Website, etc)
	
	(Date)


	
	PERSONAL
	TITLE
	GIVEN NAME(S)
	SURNAME

	
	MR|_| MRS|_| MISS|_|MS|_|OTHER     

	     
	     

	
	ADDRESS
	PHONE NUMBERS
	VIT REGISTRATION NUMBER

	
	[bookmark: Text2]     


	Home
     
	
     

	
	
	Mobile
     
	VIT REGISTRATION TYPE

	
	
	Work
[bookmark: Text6]     
	
     



	EDUCATION
	 QUALIFICATIONS ATTAINED
	YEAR COMPLETED
	NAME OF INSTITUTION

	
	[bookmark: Text7]     

	     
	     

	
	     

	     
	     

	
	     

	     
	     

	
CURRENT EMPLOYMENT
	CURRENT PLACE OF EMPLOYMENT
	POSITION

	
	
     
	

	
	ADDRESS OF CURRENT PLACE OF EMPLOYMENT
	PHONE NUMBER

	
	     
	     

	
	
	DATE BEGAN

	
	
	     

	
	DUTIES 

	
	     




	PREVIOUS EMPLOYMENT

PREVIOUS EMPLOYMENT
	
EMPLOYER’S NAME AND ADDRESS
	
POSITIONS/DUTIES
	DATES

	
	
	
	FROM
	TO

	
	     

	     
	     
	     

	
	     

	     
	     
	     

	
	     

	     
	     
	     

	
	     

	     
	     
	     

	
	     

	     
	     
	     

	
	(Note: You must list all previous employers. If more space is required, attach a separate sheet)



	VOLUNTEER WORK

PREVIOUS EMPLOYMENT
	
ORGANISATION’S NAME AND ADDRESS
	
POSITIONS/DUTIES
	DATES

	
	
	
	FROM
	TO

	
	     

	     
	     
	     

	
	     

	     
	     
	     

	
	     

	     
	     
	     

	
	(Note: You must list all previous places of volunteer work where such work involved children. If more space is required, attach a separate sheet)



	REFEREES
	NAME
	POSITION
	SCHOOL/COMPANY
	PHONE NUMBER

	
	
	     
	     
	     

	
	
     
	     
	     
	     

	
	
     
	     
	     
	     










Pre-Employment Disclosure Questions that be person suitable to work with 
It is an inherent requirement of the position that you be a person suitable to work in child-connected work. Each of the following questions are relevant to the prospective employer understanding and determining your likely ability to carry out the inherent requirements of the advertised position. You must answer each question. 
	1. Have you ever had any disciplinary action taken against you by an employer (e.g. received a warning or had your employment terminated) in relation to any inappropriate or unprofessional conduct?

	NO|_|                                                      YES|_|  

	If yes, please provide details:

	

	

	

	

	

	

	2. Have you ever been the subject of an allegation of inappropriate or unprofessional conduct which has been substantiated by an employer or other body?

	NO|_|                                                      YES|_|  

	If yes, please provide details:

	

	

	

	3. Have you ever been found guilty of a criminal offence or are you currently facing criminal charges?

	NO|_|                                                      YES|_|  

	If yes, please provide details:

	

	

	

	4. Do you consent to the prospective employer contacting the appropriate person at any or all of your current or former employers (including any retired person who at the relevant time may have been employed by a former employer) to confirm the accuracy of your answers in questions 1–3 above and to ask about your suitability to work with children?

	NO|_|                                                      YES|_|  

	If no, this will be discussed further if you are offered an interview.  



 
Applicant declaration
I declare that the contents of this form are true and correct and complete to the best of my knowledge and no information concerning my employment history has been withheld. 
I understand that any wilfully incorrect or misleading answer or material omission which relates to any of the questions in this form may make me ineligible for employment, or if employed, liable to disciplinary action which may include dismissal. 
I understand that all applicants are required to undergo background screening which may include a National Police Record Check. I consent to such screening and checks in connection with my application for employment. I consent to the prospective employer making inquiries of any current and/or previous employers in connection to the information and answers I have provided in this form to verify the accuracy of the information in this form and to confirm my ability to carry out the inherent requirements of the position including my suitability to perform child-connected work. I understand and accept that my appointment to this position requires compliance with the school's child-safe policy and code of conduct. I have read and understand the school's child-safe policy and code of conduct.
I understand and accept that my appointment to this position requires a commitment to Catholic Education. I have read and understand the Statement of Principles regarding Catholic Education.



Signature			Date





Application Process
Please email to principal@mcararat.catholic.edu.au
You application should include:
1. A brief cover letter of application to the Principal of Marian College outlining:
	- The reasons for your application;
	- Your suitability for the role;
	- Your response to the specific school needs
(This should be no more than one page long).

2. Additional information - Resume
    Please include the following details:
· Your personal details
· Education – Tertiary level qualifications and any current tertiary study
· Relevant training and courses/qualifications
· Employment record
· School Leadership positions if applicable
· VIT Registration
· Three nominated referees

3. Completed ‘Application for Employment’ form.
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