Junior College Library Coordinator
COMMENCING:

As soon as possible

TENURE:

Permanent

HOURS:

Part-Time 25 hours per week School terms only
Monday, Tuesday, Thursday and Friday

LOCATION:

Stephen Street Campus

HOW TO APPLY:

Applications should include the following:
a. A Covering Letter addressing the relevance of your
qualifications, skills and experience to the position requirements
b. A current Resume including professional qualifications, current
position and employment history
Please email applications to employment@concordia.qld.edu.au

CLOSING DATE:

Applications close Monday, 10 May

It is important that you read the following information before proceeding with your application.
Our Conditions of Employment
College Overview
Position Description
College Philosophy and Values
Employment Collection Notice
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OUR CONDITIONS OF EMPLOYMENT
Concordia Lutheran College, as a school of the Lutheran Church of Australia, and terms and
conditions of employment will be in accordance with the Queensland Lutheran Schools Single
Enterprise Agreement.
OUR COLLEGE
Concordia Lutheran College is a K-12 coeducational school with a rich history that spans over
seven decades, a strong sense of community and comprehensive educational opportunities
across three campuses.
A Concordia, a vibrant community comes together to offer an outstanding education for each
individual child. Our learning frameworks are designed to make the most of the coeducational
environment where boys and girls can work together and separately, learning to value their
differences and to develop cooperative understanding.
We strive for every student to achieve their true potential. Students are empowered to see
themselves as their own teachers and to have a thorough understanding of each stage of their
learning journey.
Concordia Lutheran College consists of three beautiful campuses in Toowoomba, Queensland,
Australia. There are two Junior College campuses, each with a dedicated kindergarten and Prep
to Year 6 learning program. Our Middle and Senior College campus is for students in Years 7 to
12.
Concordia Lutheran College offers boarding for boys and girls. Our Learning in Residence
program provides students with a modern boarding experience with dedicated after-hours study
support utilising experienced tutors and pre-service teaches from the University of Southern
Queensland. Our boarders are housed in the same boarding precinct with separate boarding
houses for girls and boys.
Outdoor Education is a highlight of many students time at Concordia. Students in Year 9 embark
on a four-week outdoor education experience that gives them the opportunity to learn outside
the classroom and to cope with the pressures of life such as dealing with responsibilities, failure
and success.
Learn more about the College, its values and strategic priorities at www.concordia.qld.edu.au
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Junior College Library Coordinator
1. Position objective
To support and assist teaching staff in the delivery of information services.
2. Reporting / working relationships
This position reports to the Directors of the Junior Campus/s for the day to day performance
of duties. The Teacher Librarian at Stephen Street Campus will provide oversight over some
operational and technical matters and this position will have a collaborative relationship with
the Teacher Librarian to implement and support College wide activities and initiatives.
3. Employment Status
Part-Time 25 hours per week Term Time plus 25 hours
4. Contribution to the College community
Processing Books and Resources:
•
•
•
•

Check new selections against existing catalogue lists.
Affix stationery, labels and security tags and identification stamp.
Cover books with plastic or contact and repair damaged books where possible.
Follow up outstanding loans and if necessary, payment for damaged or lost resources.

Circulation:
•
•
•
•
•

Maintain the Borrower registration by entering new students, upgrading existing students
and deleting students who have left.
Maintain student and staff lending and returning processes via the AccessIT system.
Sort and shelve items and conduct stocktakes as directed.
Copy cataloguing using SCIS records and maintain catalogue records in AccessIT using the
Dewey classification system.
Train students to assist with the circulation and shelving.

Library Activities & Reading Literacy:
•
•
•
•
•

Prepare and arrange displays for special occasions (eg. Easter, Anzac Day etc.)
In collaboration with the Directors of Campus, plan and lead Book Week events and activities.
Encourage student literacy and a love of reading through specific events and activities.
Identify resources to support teachers and parents in encouraging student literacy and
communicate through various publications including Heads Up (staff) and The Week
Ahead (parents).
Provide advice to students and staff with respect to literature and resources they might
enjoy, making suggestions to the addition of the collection where appropriate and assisting
students with reference enquiries.

Position Description
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General
• Open and set up the Library systems and spaces each morning.
• Order and maintain library supplies.
• Staff the circulation desk and assist with loan and reference queries through email and phone
from staff, students and parents.
• Manage the Scholastic Book Club program, distributing flyers, coordinating orders and
ensuring delivery of items purchased.
• Assist with the maintenance and care of both the collection and the Libraries.
• Assist with the selection of appropriate resources for the Libraries.
• Following approval, purchase and order books, liaising with companies/suppliers as required.
• Support staff with laminating and preparing resources as requested.
• Supervise students throughout their visit to the library, including before school, at lunchtime
and after school.
• Where possible and if directed, provide support at the Stephen Street Campus library (Years
7-12).
• Engage and become involved in the life of the College including:
o Supporting the Christian and educational aims of the College.
o Involvement in other College events as and when required.
• Positively promote the College, both within the school and in the wider community.
• Fulfil all duties as directed by the Directors of Campus or Teacher Librarian.
5. Key attributes and experience
•
•
•
•
•
•
•
•
•

Certificate III in Library & Information Services is preferred but not essential.
Familiarisation and experience working with AccessIT an advantage.
Exceptional communication and interpersonal skills, including the ability to liaise with all
members of the community in a courteous and professional manner, and portray a
welcoming atmosphere, friendly disposition and helpful nature.
Demonstrated initiative, drive and capacity to work with limited supervision.
Capacity to organise time effectively and manage multiple tasks.
Flexible and responsive to the needs of the College community and driven to achieve the
best outcomes for the College and its students.
Current Blue Card (Working with Children Check).
Current Driver’s Licence due to regular inter-campus travel.
A commitment to support the Christian Lutheran ethos of the College.

6. Remuneration and benefits
Concordia Lutheran College is a school of the Lutheran Church of Australia, and terms and
conditions of employment will be in accordance with the Queensland Lutheran Schools Single
Enterprise Agreement. This position is classified as a School Officer, Level 3.

Date of Approval:

Position Description

29 April 2021

Review Cycle: Every 2 years
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Our Philosophy
Concordia Lutheran College
is a Christian coeducational
day and boarding school
that provides a holistic
approach to shape and
prepare students to be
confident, informed
and equipped to make
a difference in an ever
changing world.
We offer a rigorous
and quality education
where students strive for
excellence, and set high
expectations in a safe,
Christ-centred, grace-filled
learning environment.

...because learning is at the heart of everything we do.

Our Values

• Learning
We value learning: where students
demonstrate resilience and persistence as
creative, adept learners who are not afraid
to take risks as they learn and grow.
• Compassion
We value compassion: where students
develop their hearts and minds as they
care for, respect, support and nurture one
another.

• Courage
We value courage: where students become
risk-takers who take ownership of their
learning, set high expectations and are
not afraid to speak up for others and
themselves.
• Service
We value service: where students reflect
on their place in the world as they desire to
reach out and support people and groups
on a local and global level.
• Excellence
We value excellence: where students
continually strive for excellence as they
set and exceed their own goals in their
learning.
• Respect
We value respect: where every member
of the College community respects
themselves, others, and creation as they
demonstrate stewardship and care for
God’s earth and all who live on it.

...because learning is at the heart of everything we do.

Employment Collection Notice
1. In applying for this position, you will be providing The College with personal information. We
can be contacted by post at 154 Stephen St Toowoomba Qld 4350 or by telephoning 07
4688 2700.
2. If you provide us with personal information, for example, your name and address or
information contained on your resume, we will collect the information in order to assess your
application for employment. We may keep this information on file if your application is
unsuccessful in case another position becomes available.
3. The College's Privacy Policy, accessible on the College's website, contains details of how you
may complain about a breach of the Australian Privacy Principles and how you may seek
access to and correction of your personal information which the College has collected and
holds. However, access may be refused in certain circumstances such as where access
would have an unreasonable impact on the privacy of others. Any refusal will be notified in
writing with reasons if appropriate.
4. We will not disclose this information to a third party without your consent unless otherwise
permitted.
5. We may be required to conduct a criminal record check and collect information whether you
are or have been the subject of an Apprehended Violence Order and certain criminal offences
under Child Protection laws as applicable. We may also collect personal information about
you in accordance with these laws.
6. The College may use online or 'cloud' service providers to store personal information and to
provide services to the College that involve the use of personal information, such as email
services. Some limited personal information may also be provided to these service providers
to enable them to authenticate users that access their services. This personal information
may reside on a ‘cloud’, which may mean that it resides on servers which are situated outside
Australia.
7. If you provide us with the personal information of others, we encourage you to inform them
that you are disclosing that information to the College and why.

CLC Procedure
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