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Job Description 

 

Role Summary 

Position:  Office Manager 

Responsible to: Director of Finance and Operations 

Job Purpose:  The primary function of the Office Manager is to ensure the College Administration provided an 
effective and efficient service to staff, students, parents and community members and to manage 
Student Services inc. Reception and Sick Bay. 

 

Responsibilities 

Major Responsibilities 

Major responsibilities include, but are not limited to: 

• Regular reporting and support of the Director of Finance and Operations on matters pertaining to the College, 

staff and students. 

• Lead and manage Student Services, Reception and First Aid staff. 

• Responsible for the day-to-day operations of Reception, Student Services, Sick Bay and general office admin. 

• Closely liaise with the Deputy Principals, Director of Students and the Public Relations team.  

• Assist with effective management of communication with College families.  

• Responsible for general office procedures and management of student data. 

• Manage enquires from staff, students, parents and community members.  

• Ensure that inventories of supplies, equipment and materials are maintained for the purpose of ensuring the 

availability of items needed.  

• Actively contribute to weekly management meetings and regular leadership development sessions. 

Selection Criteria 

Essential 

The successful applicant should be able to demonstrate:  

• Willingness to uphold and model the Mission, Vision and Christian values of Kennedy Baptist College 

• Effectively lead a team of administration support staff. 

• Outstanding verbal and communication skills  

• Ability to work independently or in a team to deliver key outcomes. 

• Outstanding interpersonal skills and the ability to liaise with students, staff, parents and the broader community 

• Excellent presentation due to the high level of interaction with internal and external stakeholders. 

• Maintain confidentiality, and demonstrate initiative and creativity in work skills 

• Exceptional time management and organisational skills. 

• Capacity to prioritise and delegate tasks, including developing staff.  

• Ability to work under pressure and meet deadlines 

• Office management experience. 
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• Excellent computer skills in Microsoft Word, Excel and Outlook. 

• Current WWC card., First Aid Certificate. 

Desirable:  

• Experience using TASS and SEQTA software 

• Experience in a secondary school environment 

How to apply 

To apply for an advertised employment position at Kennedy Baptist College please fill in the online Employment 
Application Form on our website.  

Please ensure you have ready your CV, Cover Letter, Selection Criteria (if applicable), references, a written reference from 
your church pastor/minister and digital copies of all academic records. You will be asked to upload these documents as 
part of your submission of this application. 

Please Note: Should you be invited to an interview, given the position applied for involves working with and actively 
presenting the Christian Gospel to children, you will be asked your personal views on Faith issues. Given the Christian 
nature of the College and the expectations of all who enrol, agreement with the College’s Statement of Faith and Staff 
Code of conduct is a pre-requisite. 

https://kennedy.wa.edu.au/employment-application-form/
https://kennedy.wa.edu.au/employment-application-form/
https://kennedy.wa.edu.au/wp-content/uploads/2022/01/Statement-of-Faith-2021.pdf
https://kennedy.wa.edu.au/wp-content/uploads/2022/01/STAFF-CODE-OF-CONDUCT-v2-website-2.pdf
https://kennedy.wa.edu.au/wp-content/uploads/2022/01/STAFF-CODE-OF-CONDUCT-v2-website-2.pdf

