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School Officer – Teacher Assistant – Trade Skills 
POSITION DESCRIPTION 

 
 

1 GENERAL INFORMATION 
 

1.1 Position Information 
 

Position Title: School Officer -Teacher Assistant – Trade Skills 

Classification Level: Level 4 

Status: Contract 

Employment Type: Part-time, term-time (8.30am - 3.30pm Mon and Fri preferred  

Team/Department: Trade Skills 

Reports To: Head of Faculty – Trade Skills 

 

1.2 Employment Information 
 

Employer: Edmund Rice Education Australia Colleges Ltd 

School: St James College 

Location: 201 Boundary Street, Spring Hill, Brisbane 

Agreement: Catholic Employers Single Enterprise Collective Agreement Religious 
Institute Schools Queensland 2023 - 2026 

 

1.3 Organisational Chart 
An organisational chart relevant to this position is outlined as ATTACHMENT 1. 
 

1.4 Further Information 
For further information about the role please contact the HR Manager at 
rsteenkamp@stjamescollege.qld.edu.au. 
 

2 PURPOSE 
The Teacher Assistant – Trade Skills works under the direction and supervision of a teacher to provide 
learning and classroom support to all students, from all backgrounds, including students who have 
identified as having additional needs, to access and participate in learning in trade skills classrooms. 
 

3 QUALIFICATIONS/REQUIREMENTS OF THE ROLE 
 

3.1 Requirements of the Role 
The Teacher Assistant – Trade Skills must hold and maintain a current Queensland Working with 
Children Clearance (Blue Card) and is subject to EREA and legislative Screening procedures and St 
James College training requirements in adherence to EREA’s commitment to child protection policies 
and procedures. 
 

3.2 Qualifications of the Role 
Ideally it would be desirable to have a Certificate III in School-based Education Support (or 
equivalent) or previous experience as a teacher assistant with diverse cultural backgrounds, 
disabilities and languages. A relevant qualification in trade or vocational training is preferred. Previous 
experience working in a school or vocational training environment is an asset.  

 
Proficiency in the use of various tools and equipment related to trade skills, as well as basic computer 
skills for administrative tasks. 
 
 
 

4 TYPICAL DUTIES 
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The typical duties of the role may include: 
 

4.1 Support the classroom teacher to meet the learning needs of students: 
 

• Assist classroom teachers in preparing and organising classroom materials and tools, 
ensuring that all necessary tools and resources are available for lessons and practical 
activities. 

• Providing support to individual students inside and outside the classroom to enable them to 
participate in learning and school activities 

• Assist students (either individually or in groups) with specific learning needs including 
scribing, reading and providing feedback and observations to the classroom teacher(s) 

• Supporting student engagement by reinforcing appropriate student behaviour 

• Providing practical assistance to students in using classroom technology 

• Encourage students to participate in a variety of College activities 

• Maintaining a clean and tidy classroom environment including storage facilities and assisting 
in setting up appropriate classroom/learning spaces 

• Monitor and supervise students during class activities, breaks, and off-site excursions to 
ensure their safety and adherence to college policies. 

• Organisation and ability to manage resources, time and tasks efficiently. 

• Have knowledge and awareness of applicable Workplace Health and Safety and Risk 
Management requirements and Equal Opportunity and Anti-Discrimination policies 

 

4.2 Resource Management:  
 

• Maintain and manage the inventory of tools, equipment, and materials used in the Trade Skills 
Centre, ensuring they are in good working condition and available when needed. 

• Periodic care and maintenance of tools and equipment – daily, weekly, per term and annually. 
  

4.3 Perform administrative tasks and record maintenance as required by the 
teacher or Head of Faculty – Trade Skills: 

 

• Assist in preparing and organising learning resources and activities (eg. printing, laminating, 
etc) and other classroom administrative support. 

• Maintain accurate records and student information 

• Assist with administrative duties such as record-keeping, attendance tracking, and the 
preparation of reports and documents as required by teachers and the administration. 

• Participate in ongoing professional development opportunities to stay current with best 
practices in education and trade skills training. 
 

4.4 Communicate effectively with students, staff, parents and carers as necessary: 
 

• collaborate with teachers and other College staff in order to provide coordinated support to 

students, relaying important information and addressing any concerns or issues that may 

arise. 

• The ability to work collaboratively with colleagues and contribute positively to the school 
community. 

• provide clear and effective communication to students with attention to their individual profiles 

• communicate effectively with parents and carers as necessary 
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4.4 Uphold and promote EREA and College values and policies: 
 

• Be committed to the goals, ethos and Mission of the College as a Catholic School in the 
Edmund Rice tradition 

• Have an awareness of and support for the Charter and key Edmund Rice Education Australia 
(EREA) policies, procedures and practices, along with other legislative and legal requirements 
of the College 

• Adhere to the Safeguarding Standards articulated in the EREA Child Safeguarding Standards 
Framework 

• Advocate inclusive education processes and policies 

• Display a high level of professional competency and ensure that behaviour and personal 
presentation reflect the College's values and professional expectations 

• Participate in ongoing professional development opportunities to stay current with best 

practices in education and trade skills training. 

4.5 Working Conditions 
 

• The Teacher Assistant position in the Trade Skills Centre involves working in a dynamic and 
hands-on learning environment. The role may require standing for extended periods, lifting and 
moving equipment, and working with potentially hazardous materials and tools. Safety 
protocols and training will be provided to ensure a secure working environment for all staff and 
students. 

 


