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GEELONG BAPTIST COLLEGE 

ROLE DESCRIPTION AND KEY SELECTION CRITERIA 

LEARNING SUPPORT OFFICER 

    

    

REPORTING TO: Principals, Learning Support Coordinator, Head of Curriculum 

    

JOB OVERVIEWJOB OVERVIEWJOB OVERVIEWJOB OVERVIEW    

The candidate contributes to the provision of high quality student focused learning programs in a professional 

and efficient manner, which will reflect the Mission, Vision and Values of Geelong Baptist College. The successful 

candidate will support the main objective of teaching and learning of students through assisting teachers in 

delivering planned educational programs and encouraging a supportive and inclusive learning environment. 

    

GENERAL GENERAL GENERAL GENERAL RESPONSIBILITIESRESPONSIBILITIESRESPONSIBILITIESRESPONSIBILITIES    

Under general guidance, the Education Assistant can be expected to perform tasks within the following range:  

Class Assistance 

1. Provide instruction, under the supervision of the teacher or professional support staff, to the students in a 

variety of individual and group activities (e.g. academic subjects, social skills, daily living skills, giving oral tests, 

etc.) for the purpose of reinforcing instructional objectives, creating and implementing IEP / ILP plans, and 

ensuring students’ success in school  

2. Work one on one with students who have been identified as experiencing learning difficulties 

3. Adapt classroom activities, assignments and/or materials under the direction of the supervising teacher for the 

purpose of supporting and reinforcing classroom objectives 

4. General behaviour guidance and discipline of students is the responsibility of staff while it is important to assist 

in preventing and addressing inappropriate behaviours 

5. Refer any issues or concerns related to managing student behaviour to staff 
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IEP / ILP Administration  

1. In conjunction with homeroom teachers, update some of the information on the IEPs and change the review 

dates on all of them  

2. Participate in the creation and implementation of IEP / ILP goals  

3. Participate in the implementation of student behavior plans for the purpose of ensuring effective and safe 

student learning  

4. Communicate with teacher and professional support staff for the purpose of assisting in evaluating progress 

and/or implementing IEP / ILP objectives  

5. Assist teacher in the delivery of planned education programs, including the operation of computers and digital 

technologies, and implements individual student or small group programs or demonstrations  

6. Photocopy all documents relating to the upcoming year’s student intake that may be flagged as possible IEP / 

ILP students and remind staff of existing IEP / ILP’s  

7. Participate in a range of duties beyond the classroom. These may include but are not limited to, participation 

in relevant meetings, professional development activities, meetings with parents, pastoral care program, 

cocurricular responsibilities and camp programs. Some duties will need to be performed at times other than 

during the school day, including weekends. Duties may be varied in accordance with the College’s requirements 

 

Learning Enhancement Classes 

1. Monitor students during assigned periods for the purpose of maintaining a safe and positive learning 

environment  

2. Maintain instructional materials and/or manual and electronic files / records (e.g. lessons, attendance, teaching 

supplies, etc.) for the purpose of ensuring accountability and availability of items, providing written reference, 

and/or meeting mandated requirements  

 

General Administrative Duties  

1. Perform clerical tasks (e.g. copies, filing, etc.) for the purpose of helping the teacher get instructional materials 

ready  

2. Assist with record keeping and archiving of student and records using correct procedure  
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3. Drive the administrative requirements of applications to ISV for funding requirements. This includes scanning 

of documents into PDF format, renaming them and ensuring their correct storage so they are available when 

required  

4. Coordinate, gather and collate 10 weeks of data necessary for NCCDSSD funding. Arrange for the archiving of 

this information 

5. Attend meetings and in-service presentations for the purpose of acquiring and/or conveying information 

relative to job functions  

6. Perform other related duties as assigned for the purpose of ensuring the efficient and effective functioning of 

the work unit  

7. Maintain a Current Working with Children Check  

    

DESIRABLE SKILLS, KNOWLEDGE AND EXPERIENCE DESIRABLE SKILLS, KNOWLEDGE DESIRABLE SKILLS, KNOWLEDGE AND EXPERIENCE DESIRABLE SKILLS, KNOWLEDGE DESIRABLE SKILLS, KNOWLEDGE AND EXPERIENCE DESIRABLE SKILLS, KNOWLEDGE DESIRABLE SKILLS, KNOWLEDGE AND EXPERIENCE DESIRABLE SKILLS, KNOWLEDGE AND EXPERIENCE AND EXPERIENCE AND EXPERIENCE AND EXPERIENCE     

1. Works in and supports the Christian ethos of the College  

2. Reflects on authority / influence and understands how these can be used in a spirit of service and stewardship  

3. Uses professional learning to lead change, development and school improvement  

4. Coordinates and monitors the work of teams and committees, and their need for resources or skills to ensure 

steady progress towards outcomes  

5. Communicates a strong personal love of learning and promotes a learning environment that is positive, 

promotes high expectations, is hope-filled and conducive to enjoyment of learning  

6. Establishes processes to regularly evaluate structures, policies and procedures  

7. Facilitates the development of and adherence to school policies that clarify expectations and boundaries  

8. Takes initiative to ensure that facilities are functional, clean, safe, attractive and well maintained  

9. Utilises excellent organisational and administrative skills: (attention to detail, multi tasks, flexible, uses time 

effectively, meets agreed deadlines)  

10. Acts with integrity, honesty, discretion, confidentiality and trust  

11. Provides inspirational input, including supporting and guiding teachers  

12. Collaborates with staff and encourages staff through strong interpersonal skills  

13. Acts decisively with awareness of the implications and consequences of decisions for others  
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14. Demonstrates enthusiasm, dedication, creativity, motivation, autonomy, initiative, flexibility, optimism and 

empathy  

15. Relates well to children and other employees  

16. Recognises the need to be discreet and prudent when necessary  

17. Respects and maintains confidentiality as necessary  

18. Demonstrates a high level of organisational skills, managing time and priorities  

19. Seeks and uses feedback  

20. Accepts own personal gifts, strengths and limitations and continues to learn from a range of experiences   

KEY SELECTION CRITERIAKEY SELECTION CRITERIAKEY SELECTION CRITERIAKEY SELECTION CRITERIA    

In a maximum of two pages please address the Key Selection Criteria below. 

 

KSC 1 Demonstrate knowledge of initiatives in student learning including the standards, the principles 

of learning and teaching F-12 and assessment and reporting advice, and the ability to design 

supportive curriculum programs consistent with their intent. 

KSC 2 

 

Demonstrate an understanding of how students learn, effective teaching strategies and the 

capacity to work with colleagues to continually improve learning. 

KSC 3 

 

Capacity to monitor and assess student learning data and to use this data to inform 

teaching/support for improved student learning. 

KSC 4 

 

Demonstrate high level written and verbal communication skills and high level interpersonal 

skills including a capacity to develop constructive relationships with students, parents and other 

staff. 

KSC 5 

 

Demonstrate commitment and capacity to actively contribute to a broad range of school 

activities and a capacity to reflect on, evaluate and improve professional knowledge and 

practice. 

KSC 6 

 

Demonstrate commitment to, and proven ability to teach/support in a collaborative learning 

environment. 

KSC 7 

 

Current Working with Children Check is mandatory. Willingness to comply with professional 

governance requirements within the College. eg. Child safe standards, mandatory reporting. 

 

 

    


