DOMINIC COLLEGE

A Catholic Schoolin the Salesian Tradition Cumm®

Role title: Facilities, Safety and Compliance Coordinator

Classification: Business Services, Level 5

School/College: Dominic College

Is responsible to: Principal

Direct report: Facilities and Projects Manager

Key relationships: Principal, staff, students, parents, volunteers, contractors, visitors, TCEO

staff, external suppliers

INTRODUCTION

Dominic College has a deep commitment to the Mission of the Catholic Church through the modelling and
leadership of its teachings, with a clear witness to the charism of the Salesians of Don Bosco and the
Salesian Mission of Education. An environment is fostered where the Salesian Preventive System and
values are clearly articulated, known, and lived.

VISION
To be a community of compassionate and reflective learners who strive to flourish and grow to achieve
their fullest potential.

MISSION

We are a diverse and contemporary Catholic College in the Salesian Tradition who works in partnership
with students, staff, families and the broader community to enable students to be confident, honest, loving
and resilient citizens centred on Christ’s model of service.

VALUES
Love | Service | Respect | Honesty | Responsibility | Diligence

ROLE ACCOUNTABILITY

The Facilities, Safety and Compliance Coordinator is responsible for ensuring that Dominic College’s
buildings, grounds and infrastructure are safe, compliant and effectively maintained to support teaching,
learning and wellbeing.

The role integrates operational leadership of maintenance and facilities, and oversight of workplace health,
safety and compliance obligations to ensure the College meets its legislative obligations and maintains a
safe, well-managed environment for students, staff, contractors and visitors in accordance with College
policies and relevant regulatory frameworks.

The Facilities, Safety and Compliance Coordinator ensures that the College complies with all relevant
education sector legislation, accreditation standards, policies, and codes of practice. This includes, but is
not limited to, risk identification and assessment, regulatory reporting, incident investigation, and staff
training in compliance matters.
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The role provides leadership, supervision and support to a small team of experienced facilities and grounds
personnel, fostering a collaborative and service-oriented approach to the maintenance, presentation and
ongoing development of the College’s facilities and grounds.

The position liaises with senior leadership, academic and administrative staff, and external regulatory
bodies to ensure a proactive and integrated approach to risk mitigation and compliance monitoring. The
role provides timely advice and reporting to College leadership to support informed decision-making and
contributes to the safeguarding of the College’s mission, reputation, and operational sustainability.

KEY RESULT AREAS
Facilities and Maintenance

e Coordinate and supervise all maintenance and grounds activities across the College
e Implement planned and reactive maintenance programs

e Qversee repairs, minor building works and maintenance projects

e Maintain asset records and monitor condition of buildings, plant and equipment

e Ensure facilities are safe, functional and fit for purpose

e Coordinate and assist with College assembly and events setups and pack down

Contractor Management

e Coordinate external contractors and service providers on site

e Ensure all contractors are appropriately registered, inducted and compliant prior to commencing
work in the College Contractor Management System.

e Monitor contractor performance, safety practices and quality of work

Workplace, Health and Safety (WHS)

e C(Create a safe and welcoming learning environment for children and young people congruent with
legislative and organisational child safe requirements.
e Actively contribute to developing the College’s safety culture, Work Health and Safety focus, and
legislative compliance.
e Coordinate hazard identification, risk assessments and incident management
e Conduct investigations into reportable incidents, provide effective support for the long-term
control of any identified risks and implement preventive measures.
e Maintain WHS registers (incidents, hazards, plant, chemicals)
Assist in emergency planning, drills and preparedness activities
Provide guidance to staff on safe work practices
Conduct safety audits and inspections
Manage and schedule College staff training in areas of Work Health and Safety and maintain a
current register.
e Exercise responsibility required in accordance with Work Health and Safety legislation, including:
o take reasonable care of your own health and safety and that of other people who may be
affected by your acts or omissions at the workplace;
o contribute to safe systems of work.
e Undertake relevant Catholic Education and Independent School Accreditation requirements
associated with the role.
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Compliance and Risk

Support College compliance with:

WHS legislation and relevant Codes of Practice

Catholic Education and Independent School regulatory requirements
Public health frameworks where applicable

Conduct regular inspections and safety audits

Contribute to risk management processes and reporting

O O O O O

Respect and protect staff, student and family privacy and confidentiality across all operations and
areas of responsibility.

Retain and dispose of records according to organisational policies and procedures.

Alongside the Facilities and Projects Manager, maintain compliance and up to date emergency
procedures and preparedness within the College.

Training and Communication

Promote a positive safety culture consistent with College values and duty of care

Communicate safety requirements and procedural expectations clearly to staff

Assist in the safety induction process for new staff, contractors, volunteers and visitors to the
College.

Participate in staff learning programs, attend appropriate professional learning opportunities when
required and assist with the training and education of staff and students around emergency
response protocols.

Coordinate College staff training in areas of Work Health and Safety

Records and Documentation

Maintain accurate records of maintenance activities, safety inspections, compliance
documentation, contractor records and incident and hazard reports.

Contribute to and assist with the development and maintenance of relevant College policies
Ensure documentation is securely stored and accessible for audit purposes

General Responsibilities

Comply with all College policies and procedures, including the Staff Code of Conduct

Maintain confidentiality and professional standards

Contribute positively to the College community and team culture

Undertake other duties as reasonably directed by the Principal, Deputy Principals or Chief Financial
and Operations Officer.

PERSONAL CAPABILITIES

A high attention to detail, accuracy and process.

A willingness to provide an exceptional experience to all we serve in the community.
Ability to deliver high-quality work in a busy school environment.

Demonstrate professional integrity.

Ability to lead and work collegially in a team environment.

Communicate effectively with a range of people.

Coordinate routine activities, set priorities and deliver tasks on time.

Demonstrated high level of written, oral, IT and interpersonal communication skills.
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Demonstrated reliability, dependability, flexibility and adaptability.

Work independently with minimal supervision.

Can work proactively in a physically active role requiring regular movement throughout the College
grounds and facilities.

Use initiative to resolve problems in a constructive manner.

Strong communication skills

Conflict resolution

The ability to train or coach others

EVIDENTIARY REQUIREMENTS

Essential

Valid Registration to Work with Vulnerable People Registration (RWVP)
Current and satisfactory National Police Criminal History Check (NPCHC)
Current Tasmanian Vehicle Drivers Licence

Current first aid qualification (at time of commencement of duties)

Desirable

Certificate IV in Work Health and Safety or relevant to specific function, or equivalent
Applicants must provide a medical assessment from a registered medical practitioner verifying their
fitness to perform the duties of the position.

ENVIRONMENTAL CONDITIONS AND PHYSICAL DEMANDS

The Facilities, Safety and Compliance Coordinator role is located in a busy, workshop / office and is
subject to constant interruptions and frequent communications with others whilst undertaking daily
tasks. The Facilities, Safety and Compliance Coordinator uses a variety of information and
communication technology, office equipment and resources. The role will involve the operation and
use of grounds equipment, machinery and power tools.

KEY SELECTION CRITERIA

The successful candidate will demonstrate evidence of:

1. Capacity to understand and explain our Catholic identity, Salesian charism and College values in
all aspects of College life.

2. Demonstrated commitment to child safety and student wellbeing through compliance with
mandatory reporting requirements, adherence to professional boundaries, and the promotion
of safe, secure and inclusive environments across the College.

3. Relevant experience in a trade, WHS and risk role, preferably within an educational setting, is
highly desirable.

4. Highly developed and demonstrated written, oral, IT and interpersonal skills to engage with all
levels of the organisation.

5. Ability to develop and implement policies and procedures in a complex and dynamic setting.

Ability to interpret legislative changes or information into plain language.

7. Ability to work autonomously, leading a team or in collaboration with a wide range of
stakeholders.

o
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APPLICATION PROCESS
Applicants should submit:

e A covering letter of no more than one page outlining subject areas and why the application is being
submitted.

e An updated Curriculum Vitae.

e Response to the Selection Criteria above (responses to the criteria to not exceed two A4 pages).

e The names and contact details of three relevant referees from the applicant’s recent work history.

o Applications addressed to Mr Phillip Excell at employment@dominic.tas.edu.au

Applications for the role must be received no later than 4pm Friday, 4 September 2026
Any enquiries about the role can be directed to Mr Phillip Excell via employment@dominic.tas.edu.au
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