
 

 

Operations Officer  
Position Description 

Position Title: Operations Officer 
Employment: Permanent 
Award: Educational Services (Schools) General Staff Award 2020 
Level/Salary: Dependent on qualifications and experience  
Commencement Date:  
Full-time/Part-time: 3 days/week (22.8 hrs/week) – negotiable for the right 

candidate 
Weeks worked per year: 42 weeks 
Reports to: Principal 
Direct reports: N/A 

 

CCC Commitment 

Cooloola Christian College is committed to providing a child safe environment where students feel, and are, 
safe. The College maintains a zero tolerance for child abuse. Every person involved in the College has a 
responsibility to understand the important and specific role they play, both individually and collectively, to 
ensure that the wellbeing and safety of all students is at the forefront of every decision they make. 

 
Position Objective 

A key member of the team, the Operations Officer supports delivery of the College’s strategy and services 
in the areas of Human Resources and Compliance. The key objectives the role fulfills in these three areas 
are: 

a) HUMAN RESOURCES: 
• Positively develop the culture of CCC through the delivery of professional, timely and practical 

human resources (HR) advice, guidance and administrative support to management and staff. 

• Contribute to continuous improvement in the human resources function by recommending 
improvements to CCC HR programs and systems across the employee lifecycle. 

b) COMPLIANCE: 
• Provide appropriate compliance initiatives and activities associated with recruitment, 

development and retention of the best possible staff while reducing corporate risk through 
compliance with human resources, industrial relations, student protection, work health and 
safety and policy and procedure requirements.  
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Qualifications, Skills and Knowledge 

a) HUMAN RESOURCES: 
• Experience in a similar role with sound knowledge of HR functions (recruitment and selection, 

contracts and remuneration, training and development, performance management). 

• Understanding of industrial/employee relations laws and disciplinary procedures. 

• Ability to maintain confidentiality and discretion. 

• Qualifications/Certificates in human resources, business, management or similar would be 
highly regarded. 

b) COMPLIANCE: 
• A demonstrated understanding of compliance obligations within a Queensland school 

environment would be highly regarded. 

• Demonstrated knowledge of Child Protection and Vetting policies and procedures. 

• Knowledge of Risk Management principles and activities. 

• Experience in administration of Working With Children (Blue Card) compliance procedures. 
 

Key Responsibilities  

a) HUMAN RESOURCES: 
• Provide advice, guidance and administrative support on HR policies, procedures, guidelines 

and industrial and employee relations issues to management and staff. 

• Undertake recruitment activities (recommending strategies, organising advertisements, etc.), 
and support the Staffing Committee with planning, coordinating and participating in the 
interview processes. 

• Review, identify and recommend improvements to employment documentation to ensure 
compliance, and prepare letters of offer, employment contracts, contract variations and 
position descriptions, etc. for management and staff. 

• Coordinate staff induction programs and related onboarding processes. 

• Recommend and support performance enhancement activities and coordinate staff 
performance appraisals. 

• Administer mandatory child protection and induction training modules. 

• Ensure all accurate and current employee-related information (including qualifications, 
training, and development) is maintained in the HR database in a compliant and confidential 
manner. 

• Provide timely HR reports to the Board as per reporting cycle. 

• Recommend and support employee engagement activities and foster employee participation 
and communication. 

• Contribute to staff wellbeing initiatives. 

• Comply with WHS policies, safe work procedures, instructions and guidelines. 

 

b) COMPLIANCE: 
• Ensure alignment of compliance and risk frameworks with the College’s overall strategic 

objectives. 
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• Provide general Compliance advice and information relating to onboarding, professional 
development, compliance, policy management, student protection, and volunteer 
management. 

• Develop and maintain processes and procedures to ensure that the College’s obligations are 
achieved in consultation with the Business Manager. 

• Compile and maintain a Risk Register. 

• Provide relevant, up-to-date and accurate advice to the College Leadership in compliance 
matters. 

• Oversee compliance of College facilities and resources in consultation with the Facilities 
Manager. 

• Ensure WWCC and Mandatory Reporting register is current and up to date, ensuring that all 
staff maintain compliance with required training modules. 

• Work with external compliance providers in the design and implementation of the compliance 
program and review the overall effectiveness of the compliance program at least annually. 

• Establish, monitor and measure compliance indicators and performance. 

• Other duties as directed by the Principal. 

 

 


