
 

POSITION DESCRIPTION – MUSIC ADMINISTRATOR 
 
Helena College is a non-religious, independent, co-educational school catering for students from 
Kindergarten to Year 12 in the Perth Hills, just 25 kms from Perth City. 
 
Across two campuses in Darlington and Glen Forrest, we provide a balanced education, developing the whole 
child through the inquiry-led learning programme, in the primary and middle school years, and prepare 
students for ATAR and general pathways in Years 10 to 12. 

We believe educating students extends beyond the classroom. We provide a holistic learning program which 
includes Outdoor Education, camps, sports, arts, clubs and community projects, for students to develop the 
key cognitive, social and emotional skills they need to flourish and be active members of our broader 
community. 

Helena College has a Child Protection Program which is made up of rigorous work systems, practices, policies 
and procedures designed to maintain a child-safe environment within the College community. The care, 
safety and welfare of students are embedded in policies and procedures which ensure a commitment to zero 
tolerance of child abuse. 

Working at Helena College means you become part of a collaborative community with a commitment to core 
values and close working relationships between students, staff and families. We also have a demonstrated 
commitment to teacher and staff professional development. 
 
Role Description 
 

Status Permanent Part-time 15 hours per week during School Term Time  
Employment 
Conditions 

In accordance with: 
Educational Services (General) Award 2020 
Helena College Council (Inc) Collective Agreement 2022 as varied and replaced from time 
to time 

Salary Rate Based on prior experience and qualifications 
Effective Date TBA 
Reporting to Business Manager 
Direct Reports Nil 

 
Duties 
The Music Administrator will – 

• Coordinate the creation and distribution of timetables for the visiting music staff  
• Coordinate the allocation of rooms for instrumental lessons 
• Coordinate the administration and distribution of Instrumental lesson timetables to students and 

tutors 
• Coordinate the creation and maintenance an up-to-date register of each instrumental lesson using 

TASS 
• Coordinate the online timetabling of instrumental lessons 
• Maintain a centralised electronic database using relevant software so that all relevant staff can 

access the timetables  
• Manage and promote continuous enrolment and withdrawal of students 

 



 

Pays and charges - Visiting Music Staff 
• Assist with recruitment of new instrumental tutors 
• Liaise with the Human Resources department to complete the final appointment documentation 
• Coordinate the maintenance of staff timesheets and approve timesheets on a fortnightly basis 
• Coordinate the collation, input and editing of visiting tutor reports for students, once per semester  

 
Pays and charges - Student Charges 

• Coordinate the charging of student accounts for music lessons, once per semester and adjust any 
lesson charges from term to term 

 
Communication with staff, students and parents 

• Assist the tutors with communication between parents, students and school staff members 
• Create and maintain a current register of all cocurricular music ensembles  

 
Ordering of music/musical equipment 

• Order sheet music/musical equipment from local and overseas suppliers for ensembles, within 
budget limits 

 
Music Library Maintenance 

• Assist library staff to catalogue new Music library materials 
• Copy music for ensemble directors when necessary   

 
Music Asset Maintenance 

• Maintaining the College’s musical instruments e.g. instrument repair and replacement  
 

• Other duties as directed by the Principal, Manager Marketing and Community Relations and the 
Business Manager. 

 
General Responsibilities 
Staff are required to – 

• Promote the School Vision, Mission and Values. 
• Create and develop positive student learning environment. 
• Provide exemplary teaching practices and professional behaviour. 
• Develop and maintain collegial communication, co-operation and collaboration between all 

members of the Department.  
• Comply with the College’s Health & Safety policy and procedures. 
• Attend and participate in whole staff and departmental meetings as required.  

 
Essential Criteria 

• Ability and experience in a similar and/or administrative role is highly desirable 
• A comprehensive knowledge of music (instrumental in particular) would be beneficial but not 

essential 
• Highly developed verbal and written communication skills 
• Must hold (or be in the process of obtaining): 

o A current Working with Children Check 
o A current Police Certificate 

• Ability to work autonomously 
• Ability to work effectively with and be able to collaborate with colleagues  



 

• Excellent interpersonal skills and organisational ability 
• Experience with the Apple operating platform 
• Willingness and ability to apply the College’s Vision, Mission and Values 

 
Helena College 
 
The College 

• Is an equal opportunity employer 
• Complies with the requirements of the Privacy Act 
• Has a strong commitment to WHS 
• Will not tolerate harassment of any kind 
• Has a no smoking policy 
• Expects a high standard of dress 
• Requires all staff to act in accordance with school policies and the Staff Code of Conduct. 

n 
Position Description Acknowledgement 
I have received, reviewed and fully understand the position description. I am able to perform the essential 
functions as outlined.  

This position description is intended to describe the nature and level of work to be performed, it is not to be 
construed as an exhaustive list of all responsibilities and duties required.  


