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Position Description for
Risk & Compliance Officer

OUR VISION

To be a leading independent school of innovative teaching and learning where students feel safe,
included, supported and extended.

OUR MISSION

To provide opportunities for individuals to become engaged, to find their purpose and passion, think of
others, and live the change they want to see.

OUR VALUES

Respect I Integrity | Collaboration | Health, and Wellbeing I Creativity

PURPOSE

The Compliance Officer is appointed by the College Principal and works in collaboration with and under
the immediate direction of the College Financial Officer. The purpose of the Compliance Officer role is to
support the development, implementation and maintenance of the College's Risk Management
framework, in order to ensure compliance with legal, quality and ethical compliance requirements as
well as industry best practice with a view to reducing and managing risk across all areas of College
operations. At Kimberley College we believe that the disciplines of risk management, compliance,
workplace health & safety and incident management are integrally related and as such should be
managed together through the role of the Compliance Officer.

KEY AREAS OF RESPONSIBILITIES
Student Protection

The Compliance Officer will know, understand, apply and abide by all requirements of the Protecting
Children and Young People in Anglican Education Policy and Procedures.

Compliance

The Compliance Officer will:
¢ Monitor and ensure compliance with all applicable laws, regulations, and industry standards,
including work health and safety regulations.
¢ Conduct regular compliance audits and assessments to identify gaps and recommend corrective
actions.
¢ Provide advice and recommendations on changes affecting compliance and policies.
* Promote a strong culture of risk and compliance awareness across the College with a focus on
prevention and education.
¢ Monitor and maintain Business Continuity Management documentation.
* Provides general Compliance advice and information relating to onboarding, professional
development, risk management, policy management, student protection, volunteer management
and Work Health and Safety.

Risk Management

The Compliance Officer will:

¢ Work with key stakeholders to enhance risk and compliance control programs through enabling
technologies and streamlined workflows and processes.

¢ Identify and evaluate potential risks across various college, with a focus on work health and
safety.
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Work Health and Safety

The Compliance Officer will:

¢ Lead efforts to establish and maintain a safe and healthy work environment for all students, staff
and visitors to the college.

¢ Monitor compliance with work health and safety regulations, identifying hazards and
implementing measures to mitigate risks.

¢ Be a member of the Work Health and Safety Committee to ensure safety concerns are resolved
effectively.

Policy Development and Communication:

The Compliance Officer will:
¢ Develop, review and update policies, procedures and guidelines in a timely manner referring to
the review schedule and in collaboration with relevant departments across the college.

¢ Ensure policies, procedures and guidelines are effectively communicated to relevant
stakeholders.

¢ Develop and implement online staff training for key policy areas.

Service Delivery:

The Compliance Officer will assist with the development, implementation, and management of
processes to evaluate the effectiveness of the College’s compliance practices. In doing so, the
Compliance Officer will assist with practices that ensure the College meets all statutory compliance
obligations relating to the function, including record keeping and reporting.

Systems:

The Compliance Officer will:
¢ In collaboration with the Chief Financial Officer, develop and maintain systems that meet the

requirements of the College and provide a robust, legislatively compliant and adaptable framework
to manage compliance across its operations.

¢ Produce reports that use the right logic, analysis, measures and processes to inform decisions
and measure success in relation to Compliance.

Confidentiality:
The Compliance Officer upholds the highest standards of confidentiality when dealing with

sensitive information concerning either the College or any member of its community. The
Compliance Officer complies with all policies and procedures of the College.

KEY SELECTION CRITERIA
SKILLS, EDUCATON, QUALIFICATIONS & EXPERIENCE

Authority and Accountability

e Ability to plan, co-ordinate and manage various strategic actions relative to risk management.
e Ability to contribute to meetings in a professional manner.
e Ability to work independently.
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Judgement and Problem Solving

e Demonstrated level of competence in judgement and analytical skills in problem solving and
decision making within the scope of position.

Specialist Knowledge and Skill

o Capacity to accurately interpret legislation.

. Ability to develop and evaluate implementation plans.

o Some experience in reviewing systems and work process flows;

o Good quality report writing;

. High competency in business software including Microsoft Word, Excel and Powerpoint.

o Ability to quickly learn and manage risk management data bases and knowledge management
software.

Interpersonal Skills

. Good communication skills and the ability to liaise with staff on all levels;
. Ability to relate to co-workers in a team environment;
o Well developed conflict resolution, negotiation and influencing skills

Interpersonal Skills

. Good communication skills and the ability to liaise with staff on all levels;
o Ability to relate to co-workers in a team environment;

o Well developed conflict resolution, negotiation and influencing skills;

o Ability to gain stakeholder's acceptance of the program

Qualifications and Experience

o Relevant tertiary qualifications and/or relevant experience - particularly in compliance areas
including work health and safety and fire.

o Some knowledge of organisational structure and functional responsibilities;

. Understanding of general governance issues;

e Ability to deal with a range of stakeholders;

o Demonstrated ability in the use of PC applications including databases, spread sheets, word
processing and risk management software.

o Experience in schools would be beneficial.
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JOB DESCRIPTION ACKNOWLEDGEMENT

All employees recognise and accept that multi-skilling is an essential component of employment with
Kimberley College and that they may be required to undertake duties that are outside their normal
position description but within their skills, competency and capability. Given the dynamic environment in
which the College operates, the Principal may alter the roles and responsibilities of this position at their
discretion in order to most effectively serve the needs of the College.

| have received, reviewed and fully understand the position description for this role. | further understand
that | am responsible for the satisfactory execution of the essential functions described therein, under any

and all conditions as described.

Employee Name

Employee Signature

Date
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