POSITION DESCRIPTION Loreto

Marketing and Development Officer COLLEGE BALLARAT | EST.1875

Loreto College is a Catholic secondary school for girls in the tradition of Mary Ward with a current enrolment of
990 students.

Loreto College Ballarat was the first of the Loreto Schools in Australia, established by Mother Gonzaga Barry in
1875. It is our vision, as a Loreto school, to offer a Catholic education which liberates, empowers and motivates
students to use their individual gifts with confidence, creativity and generosity in loving and responsible service.
The five pillars of a Loreto education are those of Freedom, Justice, Sincerity, Verity and Felicity. Loreto College
has its foundation in the gospel of Jesus Christ and is proud to be part of and contribute to the larger Catholic
community. Religious affiliation is not a condition of employment; however, applicants must be aware of and in
sympathy with, the College’s religious aims as a Catholic school.

Loreto College Ballarat is an organisation committed to Child Protection and to the implementation of Childsafe
policies and practices.

Position Summary

The Marketing and Development Officer is an integral member of the Loreto College Marketing and Development
Team. The role contributes to the strategic marketing, communications and community engagement activities of
the College, supporting the promotion and positioning of Loreto College as a school and employer of choice
within the Ballarat and broader regional community.

The Marketing and Development Officer supports the delivery of marketing, communications, design, enrolment,
alumni and fundraising initiatives aligned with the College Strategic Plan. The role is responsible for developing
and coordinating engaging digital and print communications, marketing campaigns, publications, events and
community engagement activities that strengthen connections with current and prospective families, alumni and
the wider College community.

The role works collaboratively across the College to ensure communications and promotional activities are timely,
professional, creative, and aligned with the College’s vision, values, and brand. The position also supports
relationship-building and community engagement through networking, event participation and representation of
the College at key functions. Time in lieu is offered for out of hours work when required.

The Marketing and Development Officer reports directly to the Director of Marketing & Development and is
accountable to the Principal.

Key Responsibilities

Marketing & Communications

e Support the delivery of the College’s Marketing and Communications Strategy through the creation and
coordination of engaging digital, print and media content that promotes the profile and reputation of
Loreto College within the Ballarat and broader regional community.

e Develop and produce a broad range of marketing and communication materials including publications,
advertising, presentations, social media content, eNewsletters, event promotions, photography,
videography and promotional collateral in line with the College brand and Style Guidelines.

e Maintain and enhance the College’s digital presence by managing website content, social media
platforms and digital signage to ensure content remains current, engaging, professional and aligned with
the College’s mission, values and strategic direction.

e Create compelling digital storytelling content that highlights student, staff and alumni achievements,
College events, community initiatives across platforms including Facebook, Instagram, YouTube and
LinkedIn.

¢ Identify and leverage media, advertising and community engagement opportunities, including assisting
with media releases, campaigns and promotional activities to strengthen awareness and engagement
with the College.

» Capture, coordinate and manage photographic and visual content for marketing, communications,
publications and official College records, including administration of the College photo database
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Collaborate with the Registrar and Director of Marketing & Development to support enrolment enquiries
and College Tours as required.

Monitor emerging digital trends, communication tools and social media opportunities to support innovative
and effective engagement strategies.

Alumni & Community Engagement

Support the development and strengthening of meaningful relationships with alumni, families and the
wider community through targeted engagement initiatives, events, communications and promotional
activities.

Coordinate and promote alumni engagement programs, reunions and networking opportunities that foster
and strengthen alumni involvement in the life of the College.

Create and coordinate engaging alumni communications and content for publications, newsletters, social
media and promotional campaigns that celebrate alumni achievements and enhance community
connection.

Ensure the integrity and effectiveness of alumni databases, communication platforms and the Loreto Past
Pupils’ website.

Support the planning and delivery of College and community events, including event promotion,
managing the College’s online booking platform for all public events, communications and event logistics.
Manage all bookings for weddings held in the Loreto College Chapel in line with the College’s wedding
policy.

Fundraising

Support the promotion of a culture of philanthropy and community engagement by assisting with donor
relations, fundraising initiatives and supporter recognition activities.

Assist the Director of Marketing & Development in building and maintaining positive relationships with
alumni, donors, businesses and corporate supporters to strengthen engagement and support for the
College.

Coordinate and administer aspects of fundraising campaigns and annual giving appeals, including online
donation portals, campaign communications, reporting, receipting and donor correspondence through
relevant database systems.

Assist in securing sponsorships, donations and gifts-in-kind for College events and initiatives, including
the annual Academic Awards program.

Ensure appropriate acknowledgement and recognition of donors, sponsors and supporters through timely
and professional communication.

Other Duties

Other duties as requested by the Director of Marketing & Development, Deputy Principal and/or Principal
from time to time

Shared Responsibilities

Mission and Ethos

Have a commitment to, and a clear understanding of the ethos of a Catholic School and the Loreto
charism of Mary Ward.

Support the Catholic ethos by taking part in staff and student prayer, retreats, social justice activities and
voluntary service.

Role model Christian values in all dealings with students, staff and parents

Maintain confidentiality at all times and demonstrate high professional standards within the College and
community.

Provide consistent public support both within and outside the College for school-wide policies, initiatives
and strategic plans.

Take reasonable care for their own health and safety and for the health and safety of others who may
affected by their acts or omissions and cooperate with anything Loreto College does to comply with OHS
requirements.

Child Safety

Have a clear understanding of Ministerial Order 1359 on Child Safety as it relates to the College’s Code
of Conduct, policies, procedures and practice.
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Be familiar with and comply with the College’s child-safe policy and code of conduct, and any other
policies or procedures relating to child safety.

A demonstrated commitment to the safety, wellbeing, and inclusion of all children

Uphold a zero-tolerance attitude towards child abuse.

Ensure cultural safety for Aboriginal and Torres Strait Islander children and children from culturally and/or
linguistically diverse backgrounds.

Provide a safe and accessible environment for children with a disability.

Implement strategies that promote a healthy and positive learning environment.

Key Selection Criteria

The criteria listed below will inform the selection process:

Quialifications and Experience

Skills,

Relevant tertiary qualifications and/or demonstrated experience in Marketing, Communications, Public
Relations, or a related discipline, or an equivalent combination of education, training and experience.
Demonstrated experience in marketing, communications, digital content creation and brand management,
preferably within a school, education or not-for-profit environment.

Proficient skills in Microsoft Office Suite, Canva and Adobe Creative Suite, including Premiere Pro,
Photoshop and lllustrator. Experience with Adobe Premiere Pro or similar video editing software would be
advantageous.

Demonstrated photography and visual content creation experience, including the ability to capture and
curate engaging imagery for digital and print communications.

Experience in website management and the use of digital communication and analytics platforms,
including tools such as Google Analytics.

Experience using customer relationship management (CRM) or fundraising database systems.

Capabilities and Personal Attributes

Highly developed written, verbal, and interpersonal communication skills, with the ability to build positive
and professional relationships with students, families, staff, alumni, community members and external
stakeholders.

Strong creative, organisational and time management skills, with the ability to prioritise tasks, manage
competing deadlines and maintain a high level of attention to detail.

Demonstrated ability to work collaboratively and effectively within a team environment while also showing
initiative and the capacity to work independently.

Commitment to continuous learning, professional growth and ongoing development of skills and
knowledge.

A demonstrated commitment to the safety, wellbeing, and inclusion of all children.

The ability to laugh at oneself, reflect and commit to continual learning.

The successful applicant must hold or be willing to acquire a Working with Children Check card and a
National Police Record Check before employment.

Aligned with the Loreto values of justice, sincerity, verity, freedom, and felicity in all interactions and
decisions.



