
 

Kilvington Grammar School 

Position Description 

Daily Operations Manager 

 

 

August 2026   Page | 1  

 

Kilvington Grammar School is a values-based learning community that places equal importance on 
academic achievement and student wellbeing. We believe that young people thrive when they feel 
known, supported and challenged in the right measure. Our learning environment is built on genuine 
relationships, inclusive practices and high-quality teaching that responds to individual needs. Through 
encouragement, structure and care, we empower students to think deeply, act responsibly and strive 
for their personal best. 
 

Role 
 
The Daily Operations Manager is responsible for the efficient day-to-day operational management of 
the School, with a particular focus on coordinating staff cover arrangements, managing key school 
events and maintaining the School calendar. The role ensures that staffing, scheduling and 
operational requirements are effectively coordinated to minimise disruption to teaching and learning 
and support the smooth running of the School. 
 
Working collaboratively with teaching and professional staff, the Daily Operations Manager oversees 
daily logistics, relief staffing, excursions and incursions, major School events and resource bookings. 
The role requires exceptional organisational, communication and problem-solving skills, together with 
the ability to respond proactively to changing priorities while ensuring compliance with School policies, 
child safety obligations and operational requirements. 
 
Key Responsibilities  
 
Daily Cover Coordination 

 

• Coordinate the daily cover of classes for absent teachers across both the Junior School and 

Senior School.  

• Maintain accurate records of teaching staff absences and follow up to ensure leave 

documentation is submitted promptly. 

• Recruit, induct, coordinate and support Casual Relief Teachers (CRTs) as required. 

• Maintain a pool of suitably qualified Casual Relief Teachers to meet operational needs. 

• Prepare and communicate daily timetables, allocations and relevant information for CRTs. 

• Allocate covers and extras in an equitable and efficient manner. 

• Coordinate replacement yard duties and other supervision requirements arising from staff 

absences. 

• Ensure all student supervision and duty of care requirements are maintained during periods of 

staff absence. 

• Communicate daily cover arrangements, room changes, timetable adjustments and 

supervision changes to staff prior to the commencement of the school day. 

• Ensure that all special events, such as sporting days, whole school gatherings, excursions 

and incursions, are adequately staffed. 

• Monitor staffing levels and identify emerging resourcing issues, escalating concerns as 

appropriate. 

• Liaise with the Head of Timetabling regarding timetable adjustments arising from staffing 

changes and special events. 
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Relief Staff Management 

 

• Foster positive working relationships with CRTs to maintain a reliable and engaged relief staff 

workforce. 

• Monitor CRT utilisation and staffing requirements to ensure effective and sustainable 

coverage arrangements. 

• Support the Director of Human Resources and Operations with ongoing recruitment and 

maintenance of CRT staffing pools. 

 
Calendar and Event Management 

 

• In partnership with the School Receptionist, oversee the effective management of the School 

calendar on a daily and weekly basis. 

• Ensure key dates, school events and operational activities are accurately recorded and 

maintained within the School calendar. 

• Review and approve excursion and incursion requests through Consent2Go, ensuring 

appropriate scheduling and minimising disruption to teaching and learning programs. 

• Monitor the School calendar to identify and manage potential clashes, staffing impacts and 

operational risks. 

• Coordinate major school events and operational programs, including but not limited to: 

o Years 7–12 Parent Teacher Interviews  

o NAPLAN  

o School Examinations  

o House Arts 

o Whole-school events and special activities 

o End of Year Programs 

 

• Support the Student Services Officer in the coordination of Student Immunisations, School 

Photo Days and major off-campus activities including bus lists. 

• Act as the School’s designated after-hours contact for overnight camps, tours and excursions. 

• Provide logistical and operational support for the planning and delivery of key school events, 

excursions and camps. 

 

Excursion and Incursion Management 

 

• Ensure appropriate staffing, supervision and duty of care arrangements are in place for all 

excursions, incursions and special events. 

• Liaise with event organisers and relevant staff to ensure all operational requirements are met. 
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Resource and Facilities Coordination 

 

• Coordinate and communicate room changes as required. 

• Oversee resource, venue and facility bookings across the School. 

• Ensure the Maintenance Team and School Cleaners have appropriate access to calendar 

information relating to after-hours use of School facilities. 

• Liaise with relevant departments to ensure facilities, resources and spaces are available and 

appropriately prepared for events and activities. 

 

Operational Support and Communication 

 

• Act as a key point of contact for staff regarding daily operational matters. 

• Provide timely and accurate operational communications to staff and relevant stakeholders. 

• Respond proactively to daily operational challenges and implement practical solutions to 

minimise disruption to teaching and learning. 

• Work collaboratively with members of the School Executive, Administration Team and 

teaching staff to ensure the smooth day-to-day operation of the School. 

• Prepare reports and provide operational information as requested by the Director of Human 

Resources and Operations and other members of the School Executive. 

 

Continuous Improvement 

 

• Identify opportunities to improve operational processes, systems and efficiencies. 

• Contribute to the development and implementation of operational procedures and best 

practice approaches. 

• Maintain accurate records and documentation in accordance with School requirements. 

• Undertake other duties as reasonably directed by the Director of Human Resources and 

Operations. 

 
Expected Outcomes 
 

• Daily cover arrangements are coordinated efficiently with minimal disruption to teaching and 

learning. 

• CRTs are effectively managed and utilised. 

• School events, excursions and operational activities are delivered smoothly and safely. 

• Staff receive timely and accurate operational communications. 

• Student supervision and duty of care obligations are consistently maintained. 

• School calendars, bookings and operational records are accurate and up to date. 

• Positive working relationships are maintained across all areas of the School. 

• Operational systems and processes continue to improve through proactive problem-solving 

and innovation. 
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Knowledge, Experience and Skills 
 

• Demonstrated experience in school administration, operations, daily organisation, event 

coordination or a similar role. 

• Highly developed organisational and time management skills, with the ability to manage 

multiple competing priorities and meet deadlines. 

• Experience coordinating staff absences, daily cover arrangements and relief staffing. 

• Strong computer literacy, including proficiency in Microsoft Office Suite and school 

management systems. 

• Excellent written and verbal communication skills, with the ability to interact effectively with 

staff, students, parents and external providers. 

• Strong problem-solving skills and the ability to make sound decisions in a fast-paced 

environment. 

• High level of accuracy and attention to detail, particularly in relation to scheduling, record 

keeping and operational processes. 

• Demonstrated ability to build positive working relationships and collaborate effectively with a 

broad range of stakeholders. 

• Ability to handle confidential and sensitive information with discretion and professionalism. 

• Commitment to child safety, continuous improvement, and supporting the values and 

objectives of Kilvington Grammar School. 

 
Personal Characteristics 
 

• Calm, organised and able to remain composed under pressure. 

• Proactive and solutions-focused, with a practical approach to problem solving. 

• Highly reliable, adaptable and responsive to changing priorities. 

• Strong interpersonal skills with the ability to build positive relationships across the School 

community. 

• Collaborative team player who contributes positively to a supportive workplace culture. 

• Professional, approachable and service-oriented in all interactions. 

• Demonstrates initiative and the ability to work independently when required. 

• Maintains confidentiality and exercises sound judgement when handling sensitive matters. 

• Committed to continuous improvement and delivering high-quality outcomes. 

• Demonstrates a genuine commitment to the values, culture and child safety obligations of 

Kilvington Grammar School. 
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Qualifications 
 

• Relevant qualifications in Education, Business Administration, Operations Management, 

Event Management or a related field; or 

• Demonstrated experience in school administration, daily organisation, timetabling, operations, 

event coordination or a similar role. 

• Current Victorian Institute of Teaching (VIT) registration (for teaching applicants), where 

applicable. 

• Current Employee Working with Children Check (or ability to obtain and maintain).  

• Current First Aid qualifications, or willingness to obtain and maintain. 
 

Working Relationships 
 
The Daily Operations Manager: 

• Reports directly to the Director of Human Resources and Operations 

• Provides support and advice to the School Executive as required. 

• Provides support and advice to other staff as required. 

• Liaises with external agencies and providers as required. 
 
Committees and Meetings 

 
The Daily Operations Manager is expected to attend: 

• Weekly Meeting with Line Manager 

• Weekly Operations Meetings 

• Calendar Meetings 

• Staff Briefings 

• Whole Staff Meetings 

• Professional Learning Meetings 

• Special events as required. 
 
Child Safe Statement 
 
Kilvington Grammar School is committed to providing a child safe environment. We believe our students 
have the right to feel and be safe. We value and respect student empowerment and participation when 
making decisions that affect them.  
 
We have zero tolerance for child abuse and are committed to acting in our students’ best interests and 
keeping them safe from harm. We regard our child safety responsibilities with the utmost importance 
and, as such, are committed to providing the necessary resources to ensure compliance with all relevant 
child safety laws and regulations and maintaining a child safe culture. 
 
Additional Information 
 

• This is a full-time, term-time only position requiring flexibility of hours, including occasional 
early morning, evening and after-hours work to support staff absences, camps, excursions, 
events and operational requirements. 

• Applications are welcomed from both qualified teachers and non-teaching applicants. 

• Part-time arrangements may be considered for exceptional non-teaching applicants. 



 

Kilvington Grammar School 

Position Description 

Daily Operations Manager 

 

 

August 2026   Page | 6  

 

• Teachers appointed to the role will undertake approximately a 50% Daily Operations Manager 

allocation and a 50% teaching allocation. 

• Teachers will be remunerated in accordance with the applicable teaching agreement and will 

receive a Position of Responsibility (POR) allowance. 

• Non-teaching applicants will be employed in a salaried professional services position with 

remuneration commensurate with qualifications and experience. 

• Appointment is subject to relevant child safety requirements, including current VIT registration 

(where applicable) or a Working with Children Check. 

• All applicants must demonstrate a commitment to the values, culture and child safety 

obligations of Kilvington Grammar School. 
 

 
 


