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Early Learning Centre

Position Title Career Group ELC

Educator
Classification Level Reporting To ELC Director
Sub-school Early Learning Centre Executive Leader School Principal

Purpose of the Role

The ELC Educator is accountable to the ELC Director and contributes to the provision of quality
educational services that enables the ELC to provide a safe and caring environment for all children
and to create positive learning environments and guide experiences for each child in conjunction
with their family.

Additional Reporting Relationships

The ELC Educator will take day-to-day direction from the ELC teaching staff.

A Christian Example

Each employee is required, in connection with their work, to behave in a manner consistent with the
principles and beliefs and in accordance with the Christian ethos of the School, as contained and
interpreted in the Vision, Mission, Core Purpose, Statement of Faith and Core Values. They provide a
specifically Christian role model and example:

e toall students and families associated with the School, as well as others outside the
School community;
e of afaith-filled and Christ-centred life;

o performing their role diligently and with a servant heart; and

¢ showing that the body of Christ has many parts, and each part has a role to play that
other parts are dependent upon, just as each employee is dependent upon others.

In their interactions with students, parents, other staff, contractors and visitors, employees will be
sensitive to the needs and circumstances of others, showing grace and forgiveness, and always
being prepared to speak or act as an example of a follower of Christ.
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Summary of Work Responsibilities
1. Assist and support teaching staff with the preparation and operation of the ELC by:
a. Designing and preparing theme-base resources,

b. Demonstrating to, and assisting, individual or small groups of children, and
assisting them with a variety of activities and skills;

c. Assessing students under teacher direction;
Completing student observations weekly;

Assist with the maintenance of ongoing records of the child’'s personal
information, attendance, health and welfare, learning development and daily
information; and

f.  Hanging posters or students’ projects for display, setting up classroom
environment

2. Assistin the education and care of ELC children:
a. Giving effective attention to children while on duty;

b. Working in accordance with the Education and Care Services National Regulations
under the Education and Care Services National Law;

c. Following all ELC policies in relation to the physical care and wellbeing of children,
including but not limited to:

i) changing soiled nappies and clothes;
i) ensuring there is adequate sun protection;
iii) keeping a high standard of hygiene in kitchen, eating and toileting areas;
iv) administrating first aid;
d. Collaborating with teaching staff in the educational planning process; and
e. Comforting and assisting children as required to ensure their emotional wellbeing.

3. Assist with a high quality administration service to the ELC, including but not limited
to:

a. Providing general customer service to the ELC community;
b. Administrative assistance to the ELC Director and teachers; and
c. Assisting with organising special ELC events and excursions

4. Contribute to the effectiveness of the ELC Staff by:

a. Promoting a team culture amongst the ELC staff by assisting and being willing to
be assisted by, other workers in the ELC during periods of leave, absence or high
workload so that overall objectives across the team can be met;

b. Maintaining team communication;
Following the ELC Code of Conduct;

Working collaboratively with other educators and staff to affirm, challenge,
support and learn from each other to further develop their skills, to improve
practice and relationships;
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e. Undertaking any other tasks or responsibilities consistent with the role or the grade
classification, as directed by the Director/PrincipoI; and

f.  Providing feedback on policies and procedures.
5. Contribute to a safe and healthy workplace by:

a. Following WHS instructions and policies;

b. Reporting accidents and hazards;

c. Generally caring for their own safety and that of others, including volunteers,
students and parents, that may possibly be affected by actions or inaction;

d. Actively participating in rehabilitation and return-to-work programs; and
Assuming an equal share of housekeeping duties and ensuring equipment is
respected and maintained to an optimal level of safety.

6. Attend professional development and training required by the School, and actively
seek opportunities to increase knowledge, experience and skills held.

7. Attendance at, and contribution to, staff, team and faculty meetings and, where
appropriate opportunities present, becoming involved in the life of the School and
involvement in School events.

Essential Criteria
Attributes that must be held in order to perform the job to a satisfactory standard.

General requirements
1. Have asincere faith in Jesus Christ and are involved in their local church community.

2. Have a passion for Christian education and integrating a Christian biblical worldview into
curriculum, pedagogy and their professional witness and relationships with students and the
wider school community.

Quualifications, education and professional memberships
1. Hold or be working towards a Diploma of Early Childhood Education and Care
2. Responding to Abuse and Neglect Certificate
3. Working With Children Check
4. HTLAIDOOA4 First Aid course

Desired Criteria
Attributes that are not essential to job performance, but which enhance or extend performance.
Abilities, aptitudes and skills

Have the demonstrated ability to:

1. Communicate with people of all ages and backgrounds
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2. Ensure workload is managed and deadlines met according to agreed priorities

3. Be competent and prepared to be appointed to the position of Responsible Person as
required.

4. Apply creativity in the design and preparation of resources and materials.

Agreement

The requirements of this job description are intended to describe the general nature and
responsibility of work in this job. These statements are not to be construed as an exhaustive list of
all duties, tasks and skills required of the job. This job description should be read in conjunction with
the employee’s current Employment Agreement and the Enterprise Agreement. Employees will also
be required to follow any other job-related instructions and school policies, and to perform other
job-related duties requested by their Immediate Responsible Officer and their Executive Leader to
support the School’'s compliance with its legislative obligations. The Immediate Responsible Officer
may, through consultation with the employee, vary the responsibilities of the position temporarily
as required, but within the skills and responsibility levels appropriate to the position.

By signing this job description, | agree that it accurately reflects my role.

Employee Signature: Date:

Print Name:
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