
Employment Package                                                      
Co-Curricular Voice Tutor 
Commencing as soon as possible 
 
 
We invite a dynamic, highly motivated and talented Voice Tutor committed to their vocation, life- long learning 
and continual development of professional skills to be part of the Performing Arts Team.  A timetable of up 
to three days per week (days negotiable) being no more than 8 hours per day is available term time but this 
can be negotiated according to availability and demand. 
 
The successful applicant will demonstrate excellence in their field, be prepared to commit wholeheartedly to 
the values and ethos of the College. The following selection criteria will be critical to the selection process. 
 
SELECTION CRITERIA 
 
 

1. Qualifications 
Whilst the College would prefer the Instrumental Tutor to be a registered Teacher in Queensland, it may be 
acceptable for them to have appropriate qualifications or extensive industry experience which will enable them 
to teach singing professionally and thoroughly. The Voice Tutor must have a thorough knowledge of healthy 
vocal pedagogy for the developing voice. A qualification in Vocal Pedagogy would be considered advantageous. 
All Emmanuel College staff must hold a Suitability/Blue Card. 
 
 

2. Enthusiastic and student-centred approach to classroom learning 
Ability to inspire innovative and creative outcomes for all students, and display excellent behaviour management 
skills.  
 

3. Conversant with the external authorities  
Display familiarity with current external examination methodology. 
 

4. Time-management skills 
Experience in capably conducting scheduled lessons within allocated timetable and managing time effectively. 
 

5. A firm commitment to a Christian Faith 
You may include how you believe your faith would influence the way you perform in your role and 
interact/support the College community and colleagues. 
 
 

Position Description 
 
Accountabi l i ty  
The Co-curricular Voice Tutor is accountable to the Head of Senior School and ultimately to the Principal. 
He/she will work closely with the Performing Arts Administrator for matters relating to student timetables, hours of work 
and tutoring administration. 

 
Employment Terms 
Emmanuel College currently pays an experienced and qualified tutor $61.06 (gross) per hour plus 11.5% 
superannuation. Administrative support such as resources, photocopying etc is provided by the College. 
 
Employment is offered on a casual basis with hours to be determined by student demand, reviewed at least every 
Semester.  A maximum of 32 working weeks per year will apply unless otherwise mutually agreed to meet the College’s 
needs from time to time. Daily hours of work will vary with a minimum of 2 hours per day and a maximum of 8 hours per 
day. Appropriate rest pauses will be built into timetables based upon hours worked. Each occasion worked will be a 
separate contract of employment which ceases at the end of that engagement.  
 
As a casual employee, there is no guarantee of ongoing or regular work. 
 
The College also retains the right to change students’ tutors at the request of the student/parent or for operational 
reasons. 

 
 



Quali f ications 
 
Whilst the College would prefer the Instrumental Tutor to be a registered Teacher in Queensland, it may be acceptable 
for them to have appropriate qualifications or extensive industry experience which will enable them to teach singing 
professionally and thoroughly. The Voice Tutor must have a thorough knowledge of healthy vocal pedagogy for the 
developing voice. A qualification in Vocal Pedagogy would be considered advantageous. All Emmanuel College staff 
must hold a Suitability/Blue Card. 

 
Personal  Attributes  
 
Every College employee must have a personal faith and commitment to Jesus Christ and are to be in regular fellowship 
and good standing with a local Christian church.  Traditional Christian qualities must be lived out and exhibited daily. 
The appointee must: 

• Be a regular attendee of a local Christian church. 

• Ensure that s/he maintains a personal commitment to faith and belief in the Bible, consistent with our College 
Statement of Faith. 

• Demonstrate an acceptance of other people, be approachable and supportive of colleagues, building effective, 
professional staff relationships. 

• Have the ability to accept authority and carry out directives. 

•  Be willing and committed to know the organisation and support the mission and vision.  
 
Ski l ls /  Competencies  
 
● Have a high level of music ability including theory, practical experience and knowledge of vocal pedagogy. 

● Experience as a Choral Director or ensemble leader would be considered an advantage. 

● Use a variety of teaching strategies and resources and be able to teach students across both Junior and Senior 
Schools. 

● Ability to plan (and regularly evaluate) an interesting, sequential, developmental and enjoyable program tailored to 
individual student requirements. 

● Be physically able to collect and escort students from their classroom to tutoring studios. 

● Build and maintain good relationships with students and staff. 

● Have the ability to effectively evaluate programming, student progress and personal performance. 

● Consistently be available to meet timetabled hours of work. 

● Have an understanding of the philosophy of Christian Education and ability to translate it into practice in the 
classroom, playground, office and staffroom. 

● Exhibit diligence and commitment to all aspects of employment including areas such as professional presentation 
and behaviour, observing confidentiality expectations, approach to and completion of tasks within required 
timeframes. 

● Become familiar with and meet expectation of all College policies including Child Protection Code of Conduct and 
Workplace Health & Safety published on the College Intranet. 

 
Dut ies & Responsibi l i t ies  
 
In the context of the Emmanuel College P – 12 Mission Statement and overall educational program, the Voice Tutor will 
be expected to: 

• Implement the school’s Christian philosophy in the classroom and other aspects of school life in a natural 
spontaneous way that will foster faith. 

• Know, plan, program and teach at the appropriate standards for each student. 

• Make use of sheet music for students of all ages to support development of age-appropriate understanding of the 
music language. 

• Maintain a high standard of behaviour and work in lessons. 

• Maintain accurate records of student attendance at lessons. 

• Report formally in writing annually regarding the progression of students. 

• Regularly update the Choral Program Coordinator on the progress of students.  

• Liaise with Choral Program Coordinator regarding student voice preparations for school productions. 

• Conduct all scheduled lessons within allocated timetable, ensuring start and finish time of lessons is appropriate 
and reasonable. 

• Collect and escort students from classrooms to tutoring studios (as needed). 

• Conduct a tutor concert annually for student performance. 

• Involve parents in the program, where appropriate. 

• Be aware and supportive of College Workplace Health and Safety (WHS) requirements. 

• Actively engage in ongoing professional development as required by the College both in work and personal time. 

• Attend staff meetings and devotions as per College policy and as requested by the Performing Arts Administrator 
or Choral Program Coordinator. 



• Uphold and meet conditions of all policies and procedures as published on Schoolbox. 

• Perform other duties within skill set, as required. 

 
 
 

How to Apply 
 
1 Address the Selection Criteria, limiting your responses to no more than half a page per criterion. Applicants who 

do not address the Selection Criteria will not be considered. 
2 Complete the Application Form, attach a copy of your CV and the response to Selection Criteria.  
3 Please direct any enquiries to Mrs Jane Allen, Performing Arts Administrator jallen@emmanuel.qld.ed.au 5561   

4088. 
 
 

Selection criteria are based on the essential requirements of the position and assess commitment, understanding, 
attributes, attitudes and values, particularly as they relate to children. They promote fair processes and equal 
opportunity, and set the standards which will be used to measure suitability. These standards will be fair, objective and 
measurable.  
 
Applications close 9:00am 22 February 2021  
 
Applications will be acknowledged via automated reply. Those shortlisted for an interview will be contacted personally 
by 23 February 2021. Short-listing is undertaken by members of a selection panel. Only short-listed candidates will be 
interviewed. The interview will consist of a series of questions, based on determining the capacity of the applicant to 
undertake the position. Applicants will be given the opportunity to explain and expand upon the information provided in 
their application. 
All short-listed applicants will be notified of the outcome of the interview. Copies of qualifications and proof of identity 
will be required upon appointment. 

 
 
 
. 

 


