BALWYN HIGH SCHOOL
INFORMATION FOR APPLICANTS

	SSO1 ADMINISTRATION ASSISTANT POSITION
48/52 Salary Range $29401 to $34716
Position Tenure: 27/8/07  - 19/9/2008
Time Fraction:  1.0
Job Vacancy No. 631912


Instructions

Applicants are free to structure applications in any manner they choose, but must ensure that the following are included:

· A specific response to all of the key selection criteria and position details.  It is suggested that applicants limit their response to not more than 7 pages 

· a cover sheet providing the name of the applicant and record number (where appropriate), home address and telephone number, telephone number of the school(s) or location where the teacher can be contacted and the position you are applying for and the vacancy number of the position

· a CV with a summary of experience and qualifications

· the names and contact details of up to three referees who can provide information regarding the applicant in relation to the key selection criteria

· Must register on line www.education.vic.gov.au and go to job vacancy. 

Information about the school, School Charter profile, goals and priorities and the Strategic Plan 2006, Vision, Values and Mission Statement can be obtained at our website www.balwynhs.vic.edu.au
Key Selection Criteria

Applicants should provide evidence of their experience and ability to meet the following selection criteria. 

1. Highly developed computer and word processing skills, including experience and knowledge of Microsoft applications including Publisher.
2. Demonstrated high level organisational and planning skills with an ability to meet the challenges of a very busy office.
3. Demonstrated knowledge of an NEC phone system
4. Demonstrated ability to work as a team member in a very busy and multi skilled environment

5. Demonstrate excellent communication and interpersonal skills, including the ability to communicate effectively with a wide range of individuals including colleagues, teachers, students and parents.

6. Current First Aid Certificate highly desirable

SSO1 Administration Assistant duty statement
To be a proactive and enthusiastic member of the BHS Administration team to deliver an excellent support system for the teaching, non teaching staff, students, parents and members of the wider school community.

Create the right first impression to all visitors to the school.

· Provide excellent data entry, word processing and general office skills to support and maintain the focus of Balwyn High School – i.e. academic excellence.

· Maintain procedures and initiate positive improvements to enhance the smooth running of the school’s administration area.

· Demonstrate high standards of service excellence.  Work to maintain and enhance relationships within the school community. 

The main duties to be performed are:
· Excellent word processing skills – Microsoft/Publisher (production of fortnightly School Newsletter)

· Preparing and processing the electronic student and staff bulletins daily

· Reception and telephone duties

· General office duties as required.

· Assist in sick bay as required

· Photocopying duties including photocopying, general maintenance, clearing  small paper jams and ordering supplies and paper for school photocopiers

· Voicemail administration 

· Cleanliness and organisation of paper storage area

· In liaison with Receptionist send faxes, sort and distribute mail 

· Assist with HRMS data entry

· Assist with Accounts Receivable 

· Filing

· Other duties as delegated by the Business Manager

. 

