
 
 

OSHC Director 
Job and Person Specification 

Education Support Officer (Grade 5) 
Permanent 0.8 FTE 

 
To commence ASAP. 

 
Cardijn College is an R-12 co-educational Catholic school in the Marist tradition, deeply inspired by 
the method of College patron Joseph Cardijn with a foundation built on the three pillars of his 
teachings; to See, Judge and Act. Educating and inspiring students in the beautiful Southern Vales 
region of Adelaide since 1984, Cardijn has grown to encompass three schools, each with distinct 
offerings.  

Cardijn College Galilee at Aldinga offers Reception to Year 7, expanding to include Year 8 in 2022 
and Year 9 in 2023. Cardijn College at Noarlunga Downs offers Years 7-12 and is renowned for 
academic excellence and a vibrant extra-curricular program. Cardijn College Marcellin at Christie 
Downs provides a wide variety of vocational education and training opportunities for students in 
Years 10 – 12 and beyond, with relationships that extend well into their careers. 

With a current enrolment of 1750 students and 240 staff, Cardijn College is an institution which strives 
to be a beacon of faith in the community, with students who have enormous influence and impact 
on both a local and global level. 

Role Specification 
The OSHC Director Cardijn College Galilee will be responsible for the planning and delivery of quality 
Out of School Hours and Vacation Care. 

Person Specification: 

The OSHC Director Cardijn College Galilee will possess: 

• An understanding of and a capacity to support the Catholic ethos of the college. 
• Provide a safe and stimulating environment for students and staff. 
• Have effective interpersonal skills to nurture respectful relationships with students, parents, OSHC 

staff and the wider school community. 
• Have experience in working in an OSHC service, and in particular oversee the learning 

framework "My Place our Place" and the National Quality Standards to meet the needs of 
students in OSHC. 

• Oversee the implementation of developmentally appropriate, inclusive and enjoyable activities. 
• Manage and lead a staff team. 
• Manage the Australian Children's Education and Care Quality Authority (ACECQA) assessment 

process and ensure administrative systems are updated against the Quality Improvement Plan 
(QIP). 

  



Required Skills, Knowledge and Experience: 

The OSHC Director Cardijn College Galilee will possess: 

• Early Childhood teaching or Junior Primary / Primary teaching and Recreation or Child Care 
Diploma Course or licensing approved equivalent (check ACECQA).  

• Experience and / or training in administration and management desirable.  
• Experience working with groups of children aged 5 – 12 years of age.  
• Experience in a community managed organisation.  
• Sound time management and organisational skills.  
• Sound financial management experience in OSHC fees and budgets.  
• Familiarity with the booking system FullyBooked would be an advantage. 
• Experience at working in and preferably managing an OSHC. 
• First Aid for Schools and Centres, OR Senior First Aid Certificate (if nominated First Aid/ Health 

Care Officer).  
• Approved Responding to Abuse and Neglect (RAN) training.  
• Working With Children Check (WWCC) and approved Clearance to work in Catholic Education 

SA. 
 

Employment Conditions and Benefits: 

Cardijn College Galilee provides a supportive, inclusive and stimulating work environment, with 
access to outstanding facilities and resources to enable excellence. The employment terms and 
conditions are governed by the South Australian Catholic Schools Enterprise Agreement 2017.  

• The commencing salary for this position is negotiated between $78,092 and $87,262 (full 
time equivalent per annum) in accordance with the South Australian Catholic Schools 
Enterprise Agreement 2017 and will be subject to qualifications and experience. 

• Working hours will be 30 hours per week inclusive of 15 hours student contact time for 48 
weeks per year. Annual Leave will be taken as two weeks over the Christmas/New Year 
shutdown and two weeks as negotiated.  

• During Term time (before and after school care), start and finish time will be negotiated 
within the hours of 6.30am to 6.30pm with the usual hours worked being approximately 
6.30am to 9am and then 3pm to 6.30pm.  

• During Holiday time (vacation care) start and finish time will be negotiated within the hours 
of 6.30am to 6.30pm and within the normal working hours of 30 hours per week. 

Applications:  

If you are interested in this outstanding opportunity, please include the following in your application 
addressed to the Principal, Dr Paul Rijken: 

• Cover letter outlining your strengths against the Role Specification, Person Specification and 
Required Skills, Knowledge and Experience (2 pages) 

• Curriculum Vitae, including the names and contact details of three referees: - one of which must 
be your current employer (2-3 pages) 

• Priority will be given to applicants who are permanent employees in a SA Catholic Diocesan 
school or the Catholic Education Office 

• All documents to be submitted as pdf files 

Please submit your applications online https://cardijncollege.bamboohr.com/jobs by 9:00am, 
Friday 30 April 2021. 

 

https://cardijncollege.bamboohr.com/jobs


 
 

ESO – Out of School Hours Care Director  
Position Information Document 2021 

 

Name   

Responsible to Head of Campus 

Employment Status Permanent 

Classification Early Childhood Education/OSHC Stream 

Grade ESO – Grade 5 

Commencement  

FTE 0.8 FTE 

Hours per Week 30 Hours 

Weeks per Year 48 Weeks  

Broad Purpose  
Out of School Hours Care (OSHC) and Vacation Care services provide supervised learning 
play-based activities and care for students in years R-7. The OSHC Director is responsible for 
ensuring that all administrative and operational requirements of the Cardijn College Galilee 
OSHC service are met and that the service meets all relevant legislation and reporting 
standards. 

Description of Position 
The OSHC Director is responsible for the planning and delivery of quality Out of School Hours 
Care and Vacation Care. Working collaboratively with the Head of Campus, the OSHC 
Director will ensure the delivery of a high quality OSHC service that is responsive to the needs 
of individual children and their families, and provides a safe, diversified and stimulating learning 
play-based environment for all children in its care. In this role, the OSHC Director will have the 
knowledge, skills and demonstrated capacity for the self-directed application required to 
perform tasks involving independent use of a high degree of technical, or applied theoretical 
knowledge, and interpersonal skills.  

Key Working Relationships 
• Principal  

• Head of Campus 

• Business Manager 

• College Staff 

• Students 

• OSHC families and school community 



KEY AREAS OF WORK 

Children 
• Interact with children in a positive, sensitive and respectful manner.  

• Implement positive behaviour guidance procedures.   

• Work with individual children with particular needs.  

• Develop awareness of, and appropriately assist in maintenance of the health and safety 
of children in care.   

• Support the inclusion of children with additional needs, including children with disabilities, 
children with complex health support needs and children from culturally and linguistically 
diverse backgrounds.   

Families  
• Form positive relationships and appropriate interactions with children and families.   

• Ensure and respond to requests for information about their children’s progress.  

• Liaise with families and outside agencies.  

   Staff  
• Oversee and lead staff to implement a recreation and leisure program based upon the 

School Aged Care Framework - My Time, Our Place.  

• Lead discussion on reflective practice and continuous improvement.   

• Actively engage staff in decision making, information sharing and reviewing performance 
to improve   the service in response to the unique needs and circumstances of the 
children, families and   community in which the service operates   

• Lead and share information, knowledge and expertise on practice, policy developments 
and community changes that may impact on the service  

• Build the capacity of all staff by support and mentoring others to take on leadership roles 
in areas of expertise or of potential interest   

• Maintain clear lines of cooperation and communication with staff.  

• Support a culture of continuous learning for all employees of the service including self.   

• Develop and maintain effective professional partnerships with other staff.  

• Contribute to a team approach to education and care.  

• Implement developmentally appropriate and inclusive programs for children reflecting 
the multi-cultural and social nature of the community and in keeping with the National 
Quality Framework and My Time, Our Place – School Aged Care Framework.  

• Work collaboratively with other team members in the inclusion, support and care of 
children.  

• Participate in professional development activities which strengthen the professionalism of 
the Education Support Officer.  

Program  
• Plan for and facilitate the inclusion of children with additional needs, including children 

with disabilities, children with complex health support needs and children from culturally 
and linguistically diverse backgrounds.   

• Assist school management in the development of policies and procedures for the service.  

• Lead discussion on reflective practice and continuous improvement to achieve the 
National Quality Standard.  

• Provide a safe and healthy environment for children, ensure that the premises and all 
facilities are    secure, hygienic and in good condition. 



• Support the provision of a developmentally stimulating environment.  

• Supervise the quality, development, implementation and evaluation of programs and 
routines   

• Provide objective written and oral observations of children while maintaining 
confidentiality.  

• Ensure that children’s records are maintained and continually updated.   

   Financial Management and Administration  
• Maintain day-to-day accounts and handle administrative matters.   

• Prepare, monitor and review the service’s annual budget in consultation with the Head 
of Campus and Business Manager.  

• Ensure that accurate and complete records of each child’s enrolment, attendance, 
illness, accident reports, observations and any other records as required by the Head of 
Campus and authorities are kept and maintained.  

• Ensure confidentiality of these records at all times.  

• Supervise the daily functions of the service, including but not limited to:   

o Liaison with appropriate school staff regarding the OSHC facilities and OSHC 
resources  

o Purchase of materials and equipment  

o Maintenance of equipment and materials  

o Supervision of food purchasing and preparation   

o Provision of information to parents about their children when requested or 
appropriate 

o Bookings and cancellations – using the FullyBooked system 

o Monitoring waiting lists  

o Handling petty cash  

o Receiving fees and attending to banking  

o Preparing and paying invoices  

o Issuing accounts to the parents  

o Monitoring expired accounts and collecting outstanding debts  

o Supporting the Head of Campus with responsibilities relating to financial returns, 
monthly income and expenditure statements and annual audit statements  

o Implementation of Child Care Management System (CCMS)  

o Maintenance of CCMS information and lodging weekly reports  

o Completing state and federal census forms, surveys and required information    

o Monitoring expenditure against budget, utilization, and staffing levels  

o Preparation of funding submissions for relevant authorities when required  

o Ensure that reports are regularly tabled at School Board meetings  

Planning and Evaluation 
• Manage, induct, assess and develop and train employees, volunteers and students as 

required. 

• Ensure that the service is operating and meeting the needs of families and the 
community, maintaining effective and positive relationships with all stakeholders  

• Monitor the implementation and outcomes of the service’s policies and recommend 
changes as required, while keeping parents informed of any changes to policies  

• Plan and co-ordinate in-service training for staff and volunteers  



   Marketing and Liaison 
• As required, support the Head of Campus to prepare, implement and monitor a 

marketing plan for the service  

• Support the establishment and maintenance of effective communication with the school 
staff and the     school community  

• Provide written reports on aspects of the day to day management of the centre, as 
required  

• In consultation with school management, develop parent information pamphlets and 
utilise school communication methods – e.g. Facebook, Seesaw 

General 
• Have a commitment to uphold and contribute to the ethos of a Catholic School.  

• Understand the employer’s requirements and act in accordance with South Australian 
Commission for Catholic Schools (SACCS) and the school’s policies, guidelines and 
procedures.  

• Deal with emergencies and hazards, direct other staff accordingly.  

• Liaise with other Early Childhood professionals within the school or Catholic sector.  

• Liaise and consult with school management in relation to events, staffing, child welfare 
and protection, WHS, curriculum and operational matters on a regular basis.  

• Any other duties as directed by the Principal. 

 

WORK HEALTH AND SAFETY 

This role is deemed to be a Worker under the South Australian Work Health and Safety (WHS) 
Act 2012. 

 

As a Worker while at work you must; 
• Take reasonable care for your own health and safety 

• Take reasonable care that your actions or omissions do not adversely affect the health 
and safety of other persons 

• Comply, in so far as you are reasonably able to, with any reasonable instruction given by 
the employer 

• Cooperate with any reasonable policy or procedure of the employer that is related to 
health and safety at the workplace that has been notified to workers 

 

Reference: Division 4, Section 27 and 28 WHS Act 2012 
 
 
 
 
 
 
 
 
 
 
 
 



 

SPECIFIC REQUIREMENTS 

Acquire and maintain: 

• Working With Children Check (WWCC) 

• Catholic Police Clearance to work in Catholic Education SA 

• Responding to Abuse and Neglect Training 

• Early Childhood teaching or Junior Primary / Primary teaching and Recreation or Child 
Care Diploma Course or licensing approved equivalent (check ACECQA)  

• First Aid for Schools and Centres, OR Senior First Aid Certificate (if nominated First Aid/ 
Health Care Officer)  

Other 
• Any other duties as directed by the Principal. 

 

PERFORMANCE REVIEW 

• The employee must undertake performance review on an annual basis 

• On the first anniversary of appointment and biennially thereafter, or at another mutually 
agreed time, consultation will occur between the employer and the employee to ensure 
that the duty statement is accurate 

• All staff accepting a Position of Responsibility agree to participate in and cooperate fully 
with an appraisal of their leadership. For all POR staff, this occurs informally each year with 
your immediate supervisor; in your last year of tenure you can expect a formal summative 
appraisal of your leadership. 

 

SIGNED   Date  

 (Principal or Delegate)   

SIGNED  Date  

    (Employee)   

 

ROLE REVIEW DATE        

 

PERFORMANCE REVIEW DATE       
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