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Human Resource and Administration Officer 
Permanent Part-Time 

(37.5 hours per week, 42 weeks per year) 

 
Xavier College currently has a vacancy for a permanent part-time Human Resource and Administration Officer, 

commencing 27 April 2020. 

Enquiries should be directed to Mr Karl Barber, Business Manager, by sending an email to 

businessmanager@xavier.catholic.edu.au  

It is a requirement that a CESA Employment Declaration be completed and submitted with your application.  This 

form is part of the application package. 

APPLICATIONS CLOSE AT 4.00PM ON FRIDAY, 28 FEBRUARY 2020. 

Applicants must provide the names and contact details of three current referees with their application. 

 

Applications may be submitted in the following forms. 

Email: 

the.principal@xavier.catholic.edu.au  

or 

Posted to: 

The Principal 

Xavier College 

PO Box 1566 

Gawler SA 5118 

mailto:businessmanager@xavier.catholic.edu.au
mailto:the.principal@xavier.catholic.edu.au
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Position Information Document  

Human Resource & Administration Officer  
  

Location:  Xavier College Gawler  

Employment Status:  Permanent Part-time  

Classification Level:  
  

As per SA Catholic Schools Agreement 2017,   

Education Support Officer, Grade 5, Administration  

Normal hours of work:  8.30am – 4.30pm (30 min lunch break)  

Stipulated number of ordinary hour:  37.5 hours per week, 42 weeks per year  

  

Duties and Responsibilities  

The Human Resource & Administration Officer will provide human resource advice and support to the College and 
its Leadership Team.  Will have advanced knowledge, skills and demonstrated capacity to undertake complex 
human resource tasks and administration duties.  

Reporting Relationship  

Responsible to the Business Manager for overall operations and is ultimately responsible to the Principal of the 
College.  

Recruitment, Inductions and Human Resource Function  

• Work with Leadership and the Leadership Executive Assistant to manage the human resource function of 
the college  

• Assist Leadership with the facilitation of recruitment and induction of new staff, staff changes, staff reviews 
and staff exit processes, including assisting with:  

- developing relevant Position Information Documents (PIDS) for each role in the School that align with 
the School’s strategic plan   

- ensuring placement of all job advertisements in relevant advertising mediums, including CESA’s 
platforms   

- arrange interviews and all communication with applicants, including internal appointments   
- prepare contracts and letters for new staff appointments or changes to employment status   

• Assist staff with the Study Incentive Program (SIP) and Catholic Professional Formation Allowance (CPF) 
funding guidelines and applications  

• Ensure all HR and payroll records are maintained accurately  

Staff Training and Development  

• Assist with the facilitation of the training requirements for staff as required  

Staff Appraisals  

• Coordinate the annual staff appraisal process in conjunction with the Leadership Team  
• Assist in identifying professional development opportunities  
• Provide advice and guidance with regards to Staff Appraisal process and procedure  
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Industrial Relations  

• Provide general advice to Leadership and staff members on award interpretation with regards to South 
Australian Catholic School’s Enterprise Agreement, and all other applicable human resource and 
employment legislation and policies requirements  

 
Return to Work  

• Provide Return to Work and workers compensation advice and support to staff  
• Ensure all incidents are recorded and investigated  
• Liaise with all staff within CCI and Catholic Education office (CEO)   
• Liaise and keep informed the Principal, Business Manager, Risk & Compliance Coordinator and Finance  

Manager of all injuries and subsequent claims  

Catholic Police Clearances  

• Oversee the Catholic Police Clearance process, including processing of all Catholic Police Clearances 
applications, screenings and maintenance of the data base for all staff, volunteers and contractors to ensure 
compliance with the Police Check Guidelines of the Catholic Archdiocese of Adelaide  

• Ensuring and monitoring compliance with all Catholic Police Clearance and contractor engagement policies  

Risk & Compliance  

• Work with the Business Manager and Risk & Compliance Coordinator on risk & compliance matters  
• Provide support to risk & compliance when and as needed  

Administration  

• Provide administration support to the Business Manager and non-teaching staff Team as required  

Volunteers  

• Assist Leadership with any support required for the management of volunteers  

Skills and Experience  

Essential requirements:  

• The position is required to work across two campuses.  A current driver’s licence is required.  
• Appropriate formal Tertiary Qualifications  
• Previous experience in an equivalent role(s)  
• Knowledge of human resource policies and procedures and practices  
• Ability to demonstrate practical support for the Catholic Ethos of the College  
• Acquire and maintain Police Clearance to work in Catholic Education SA  
• Excellent organisation and communication skills  
• Be self-directed, to work independently and be able to manage complex office processes  
• Ability to maintain high levels of confidentiality and discretion  
• High proficiency in the Microsoft Office Suite and other software  
• Demonstrated advanced interpersonal, communication and administrative skills  

• Ability to quickly comprehend instructions and respond appropriately   
Desirable requirements:  

• Knowledge of employment legislation and relevant awards, CESA’s enterprise agreements  
• Previous administration experience in a school setting, preferably a secondary school  
• Approved Mandatory Notification qualifications  

    



 

Page 4 of 10 
02/2020 

  
  
  
  
  
  
Workplace Health & 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.  

  

  

Signed:                   Date:         
      (Employee Signature)  

Signed:                   Date:         

      (Employee Print Name)  

Signed:                   Date:         

      (Principal or Delegate Signature)  
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College Information 
Xavier College is a Catholic Co-educational Secondary College (Years 7–12) conducted in the traditions of the 
Salesians of Don Bosco. The Salesians are a Congregation of the Church that have been involved in teaching and 
youth work in every part of the world for 150 years and pass on to the College their ethos and rich tradition in the 
education of young people. 

Identity 
Xavier College is named after St Francis Xavier, a Spanish missionary of the 16th Century. St Francis was a Jesuit 
priest who brought the message of the Gospel to the people of Japan and China. His efforts to make Jesus 
meaningful to the people of Asia mark him as one of the great missionaries of the Church. St Francis Xavier is also 
the patron of the Archdiocese of Adelaide. This link with the local Church is valuable in establishing the identity of 
the College. 

The motto for the College, “ONE IN CHRIST”, expresses our unity as children of the one God, regardless of our 
background, race or heritage. We are children of God, blessed by God, gifted by God and given an opportunity to 
use these gifts for all people.  Xavier College is governed by a College Board which has the responsibility of 
approving the financial and development plans and policies that will guide the College. The Board is formed from 
the local faith community.  Xavier College has a vision for Catholic Education that involves blending the technology 
of today with the expectations of tomorrow. All students attending the College will be well equipped to undertake 
the future in education or work, with a comprehensive and technological background. 

Pastoral Care 
The key characteristic of a Catholic School is the quality of the pastoral care given to students. At Xavier College 
this care will be based upon the Salesian traditions of education and the needs of students facing the 21st Century. 
The Salesian tradition of education provides a framework for the College Pastoral Care Policy. 

The Salesian Way of Education 
The Catholic philosophy of education is the basis for the principles guiding the administration of any school in the 
Salesian tradition. St John Bosco, the founder of the Salesians, used the ‘Preventive System’ to contrast his method 
of education with what he called the ‘Repressive System’. He saw this later as the system of how to deal with those 
who broke the rules; he saw his own as the system of how to prevent rules being broken. In his own words, "This 
system is based entirely on reason, religion and kindliness.” 
 
From the outset it presumes that the school is a community where people genuinely relate to each other rather 
than an institution where people communicate from either side of a common barrier. By creating a friendly school 
environment, Salesian educators offer their students the time, opportunity and guidance to know themselves 
better, to understand the purpose for their existence, to help them develop their God-given talents and to prepare 
them to take their rightful place within their families, the Church and society.  

Charter for Salesian Schools In Australia 
In keeping with the spirit of St John Bosco, whereby “education is largely a matter of the heart” that leads young 
people to “know that they are loved,” the Salesian school community of today is challenged to be: 

A Home that welcomes by:  
• Being committed to the care and support of all young people, especially the poor and marginalised 
• Cultivating relationships based on genuine affection, openness and acceptance of others 
• Fostering a spirit of joy and hope, based on the ‘Good News’ of Jesus Christ 
• Encouraging an attitude of optimism and a conviction that life is fundamentally worthwhile 
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A Parish that evangelises by:  
• Having a strong and vibrant programme of religious education, liturgical celebration and sacramental  
 encounter 
• Addressing the spiritual yearnings of young people and adults 
• Giving priority to the faith development and formation of staff 

• Providing students with significant experiences of faith in action and apostolic involvement. 
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Privacy Policy 
Individuals’ Privacy Is Important 
This Privacy Policy applies to all Catholic schools administered by the Catholic Education Office (CESA) of the 
Catholic Archdiocese of Adelaide in South Australia (the legal entity for which is the Catholic Church Endowment 
Society Inc (CCES). The Privacy Policy also applies to CESA itself. In this Privacy Policy, a Catholic school operated 
within the Archdiocese of Adelaide is referred to as a 'School'. 

This Privacy Policy outlines how each School and CESA uses and manages personal information provided to or 
collected by it. Each School and CESA are bound by the National Privacy Principles contained in the Commonwealth 
Privacy Act 1988. 

CESA may, from time to time, review and update this Privacy Policy to take account of new laws and technologies, 
changes to its and Schools’ operations and practices and to make sure the policy remains appropriate to the 
changing school environment. 

What kind of personal information does a school and CESA collect and how do they collect it? 
The type of information Schools and CESA collect and hold includes (but is not limited to) personal information, 
including sensitive information about: 

• Students and their parents and/or guardians (‘Parents’) before, during and after the course of a 
 student’s enrolment at a School; 
• Job applicants, staff members, volunteers and contractors; and 
• Other people who come into contact with the School or CESA. 

Personal Information provided by an individual 
A School or CESA will generally collect personal information held about an individual by way of forms filled out by 
Parents or students, face-to-face meetings and interviews, and telephone calls. CESA also collects information 
through data transfers from schools. 

Personal Information provided by other people 
In some circumstances a School or CESA may be provided with personal information about an individual from a 
third party, for example, a report provided by a medical professional or a reference from another School. 

Exception in relation to employee records 
This Privacy Policy does not apply, and the National Privacy Principles do not bind Schools or CESA, in relation to 
a School’s treatment of an employee record, where the treatment is directly related to the current or former 
employment relationship between the School/CESA and employee. 

How Will a School or CESA Use the Personal Information an Individual Provides? 
A School or CESA will use personal information it collects from an individual for the primary purpose of collection, 
and for such other secondary purposes that are related to the primary purpose of collection and reasonably 
expected, or to which an individual has consented. 

Students and Parents 
For personal information about students and Parents, a School’s or CESA’s primary purpose of collection is to 
enable the School to provide schooling for the student. This includes satisfying both the needs of Parents and the 
needs of the student throughout the whole period the student is enrolled at the School. The purposes for which a 
School or CESA uses personal information of students and Parents include: 

• To keep Parents informed about matters related to their child’s schooling through correspondence,  
 newsletters and magazines; 
• Day-to-day administration; 
• To look after students’ educational, social, spiritual and medical wellbeing; 
• To seek donations and marketing for the School; 
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To contribute to aggregated data that CESA or the South Australian Commission for Catholic Schools Inc. (SACCS) 
may require from time to time to meet their reporting, planning, contract and funding responsibilities on behalf of 
Schools; 

To satisfy CCES/CESA's and the School’s legal obligations and allow the School to discharge its duty of care. 
In some cases where a School requests personal information about a student or Parent, if the information 
requested is not obtained, the School may not be able to enrol or continue the enrolment of the student. 

Job applicants, staff members and contractors 
For personal information about job applicants, staff members and contractors, a School’s or CESA’s primary 
purpose of collection is to assess and (if successful) to engage the applicant, staff member or contractor, as the 
case may be. The purposes for which a School or CESA use personal information of job applicants, staff members 
and contractors include: 

• To administer the individual’s employment or contract (as the case may be); 
• For insurance purposes; 
• To seek funds and marketing for the School; 

To contribute to aggregated data that SACCS and CESA use to meet their reporting, planning, contract and funding 
responsibilities; 

To enable SACCS and CESA to maintain necessary staff information for entitlements including long service leave, 
maternity leave, Workcover and other necessary industrial or employment purposes, and for accreditation and 
funding purposes; 

To satisfy CCES/CESA’s and the Schools’ legal obligations (for example, in relation to child protection legislation). 

Volunteers 
A School also obtains personal information about volunteers who assist the School in its functions or conduct 
associated activities, such as Parents and Friends and Old Scholars Associations, to enable the School and the 
volunteers to work together. 

Marketing and Fundraising 
Parents, staff, contractors and other members of the wider School community may from time to time receive 
fundraising information. School publications, like newsletters and magazines, which include personal information, 
may be used for marketing purposes. 

The Privacy Act allows each Diocesan School in the Archdiocese of Adelaide to share personal information with 
other Diocesan Schools within the Diocese. This allows Schools to transfer information between them, for example, 
when a pupil transfers from one School operated by CCES/CESA to another school conducted by CCES/CESA. It 
also allows Schools to transfer information to CESA. 

To whom might CESA or a School disclose personal information? 
CESA or a School may disclose personal information (including sensitive information) held about an individual to: 

• Another School operated by CCES/CESA; 

• A School within the Diocese of Port Pirie; 

• A Catholic Education Office in South Australia; 

• SACCS; 

• A Congregational School; 

• Catholic Church Insurances; 

• Government departments; 



 

Page 9 of 10 
02/2020 

 

• The local parish; 

• People providing services to the School (including specialist visiting teachers, consultants and sports 
 coaches); 

• Recipients of School publications, like newsletters and magazines; 

• Parents; and 

• Anyone to whom the individual authorises the School to disclose information. 

Sometimes a School or CESA may ask individuals to consent to some disclosures or uses of personal information 
for certain purposes, either in writing or verbally. In other cases, consent may be implied. 

Sending information overseas 
CESA or a School will not send personal information about an individual outside Australia without: 

• Obtaining the consent of the individual (in some cases this consent will be implied); or 
• Otherwise complying with the National Privacy Principles. 

How will sensitive information be treated? 
‘Sensitive information’ means information relating to a person’s racial or ethnic origin, political opinions, religion, 
trade unions or other professional or trade association membership, sexual preferences or criminal record, that is 
also personal information; and health information about an individual. 

Sensitive information will be used and disclosed only for the purpose for which it was provided or a directly related 
secondary purpose, unless the individual agrees otherwise, or the use or disclosure of the sensitive information is 
allowed by law. 

Management and security of personal information 
CESA's and the Schools’ staff are required to respect the confidentiality of students’ and Parents’ personal 
information and the privacy of individuals. 

CESA and each School have in place steps to protect the personal information held from misuse, loss, unauthorised 
access, modification or disclosure by use of various methods including locked storage of paper records and pass-
worded access rights to computerised records. 

Updating personal information 
CESA and each School endeavours to ensure that the personal information it holds is accurate, complete and up-
to-date. A person may seek to update their personal information held by contacting the Director or Principal 
respectively, at any time. The National Privacy Principles require CESA or a School not to store personal information 
longer than necessary. 

Individuals have the right to check what personal information a school or CESA holds about them 
Under the Privacy Act 1988, individuals may seek access to any personal information that CESA or a School holds 
about them and to advise of any perceived inaccuracy. There are some exceptions to this right set out in the 
Privacy Act 1988. Students will generally have access to their personal information through their Parents. 

For individuals to make a request to access any information CESA or a School holds about them, they should 
contact the Director or the Principal respectively, in writing. 

Consent and rights of access to the personal information of students 
CESA and Schools respect every Parent’s right to make decisions concerning their child’s education. Generally, a 
School or CESA will refer any requests for consent and notices in relation to the personal information of a student 
to the student’s Parents. A School and CESA will treat consent given by Parents as consent given on behalf of the 
student, and notice to Parents will act as notice given to the student. 
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Parents may seek access to personal information held by CESA or a School about them or their child by contacting 
the Director or Principal respectively. However, there will be occasions when access is denied. Such occasions 
would include where release of the information would have an unreasonable impact on the privacy of others, or 
where the release may result in a breach of the School’s or CESA’s duty of care to the student. 

A School or CESA may, at its discretion, on the request of a student grant that student access to information held 
by the School or CESA about them, or allow a student to give or withhold consent to the use of their personal 
information, independently of their Parents. This would normally be done only when the student involved had 
reached 18 years of age, but a School or CESA could do so in other circumstances when the maturity of the student 
and/or the student’s personal circumstances so warranted.  

Enquiries 
If you would like further information about the way CESA or a School manages the personal information it holds, 
please contact the Director or the Principal respectively. 



 

Updated as at 23/07/2019 

 
 
 
 
 
 

SURNAME:  Dr / Mr / Mrs / Ms / Other   

GIVEN NAMES:  

FORMER NAMES:  please ensure your FULL name is included 

DATE OF BIRTH: (optional) 

ADDRESS:  P/Code:   

EMAIL:  

TELEPHONE: HOME: MOBILE:  

Teacher Registration No.  (if applicable)    

Please note: You must provide the ORIGINAL TRB issued teacher registration certificate (if applicable) and evidence of a valid, 
current DHS issued Working With Children Check (WWCC) for sighting at your work location. 

POSITION FOR WHICH APPLICATION IS MADE:  

  

Please respond to the questions below and sign the Declaration at the end of this form: 

1.  Have you ever been investigated, charged, arrested, reported for or pleaded or found guilty of any 
criminal offence? (Tick ‘No’ where an expiation notice only was received) 

Yes  No  
2.  Have you ever received a written counselling or warning or been dismissed or resigned following 

allegations of improper or unprofessional conduct or unsatisfactory work performance? 
Yes  No  

3.  Have you ever or are you currently the subject of an investigation or any other process relating to 
alleged unsatisfactory performance or misconduct by you as an employee? 

Yes  No  
4.  Have you ever been the subject of allegations of misconduct by you of a sexual nature towards or 

in relation to a child (person under 18 years of age) or towards any other person to whom you were 
responsible for providing education or other services?   

Yes  No  
5.  Our process includes asking referees whether there are any child protection concerns in your 

regard.  Do you foresee any problem arising from this process?   Yes  No  
6.  

(If applicable) Do you have conditions on your SA teacher registration? N/A  Yes  No  
Please note:  If you answer YES to any of the above questions, you are required to provide comprehensive supporting details, 
including relevant documentation in order to be considered for employment.  (Please attach as separate sheets.) 

If you choose not to answer one or more of the above questions, please indicate by ticking the box below that you wish to 
meet with the Principal/Director (or delegate) to discuss. 

 
I have opted not to answer one or more of the above questions and ask that a meeting be arranged between the Principal / 
Director (or their delegates) and me.   

Please note:  If you wish a meeting to be arranged you must submit your application at least one week prior to the closing date.  

Further information and ongoing requirements 

Evidence of a criminal history that may be unrelated to any risk of harm to children will not automatically preclude a person from being 
or remaining employed. 

The requirement for full and honest disclosure is a condition of initial and ongoing engagement. In signing this form you declare that 
you are a fit and proper person of good character, and if you are successful in your application, you will notify the Principal / Director 
should there be a relevant change in your circumstances; for example, criminal charges and convictions, restraining orders, 
intervention orders, injunctions, disciplinary proceedings and investigations. 

If you are charged with, convicted of, or granted bail in relation to a sexual offence against a child you are required to inform the 
Principal / Director immediately and if you are accused, convicted or granted bail you will need to immediately cease providing 
services to CESA. 

Declaration 

I understand that any false or misleading information I provide will result in me not being considered for employment or may result in 
the termination of my employment.  I declare that I have answered this Employment Declaration Form truthfully. 

Signed:  Date:   
 

OFFICE USE: 

Principal / Director signature:  Date:   
     

Referred on:   Date:   
     

 

CESA Employment Declaration 
To be considered for employment in any capacity in CESA, you must complete all parts of this Declaration, including by providing 
additional, supporting information and documentation where a “Yes” response has been recorded. You will not be considered for 
employment unless you complete the Declaration and provide comprehensive and complete information as necessary.  
If you have any questions about the Declaration, please contact your school or CEO (Human Resources Team on 8301 6853).  
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