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Business Services Manager  Job Ad Reference

Job Evaluation No. 11242 TRIM No. 11172497
State School/State High School or other education
Work Urit institution .
Various Regions
Education Queensiand Division
Location Various locations through'mi th’e State
Classification AO03 QLD Public Serwue Award 2012
36 % hour week
Job Type Permanent / Tempotary / Full»ftime | Part-time
Salary Range per annuim ‘
Flus superamxa’a‘m coMrbutions of vp 12 12. 5% of your annual salary.
Contact Officer '
Contact Telephone
Closing Date

Your employer

The Department of Education, Training and Employment (DETE\ is committed to ensuring Queenslanders have the
education and skills they need to contribute to the economic and social development of Queensland. The
department delivers world-class education and training services for peopie at svery stage of their personal and
professional development. We are also committed to ensuring our edugation and training systems are aligned to
the state’s employment, skills and economic priorities. DETE is a civerge crganisation with the largest worldorce in
the state. We provide services through three broad saivice delivery areas:

s Education Queensland Division delivers higi‘; quality educafion to more than 70 percent of all Queensland
school students at prep, primary and secondary levels.

s Training and Employment Division works ic meet the current t and future needs of industry through building a
world class training and skilling systen to enhanuce ihe skills of Queenslanders and optimise employment
opportunities through the management of 13 TAFE Insiitutes, regulation of the state’s apprenticeship and
traineeship system, strateqic investment in training. and skills, and building international parinerships and
markets. The division also provides whole of government leadership on employment, labour market and
migration issues to help drive a sirong and heaithy labour market,

e Policy and Programs Division Teads raily childhood development, and education, tertiary education and
training and Indigerious policy, regulates the provision of childcare services and Home Education, supports the
Australian Music Exarninaticns Boaid snd the Non-State School Accreditation Board, and provides grants to
childcare service providers and non-state schooling sectors,

Education Queensland is responsible for enisuring that every day, in every lesson, every student in state schooling
is learning and achieving within a safe, supportive, inclusive and disciplined learning environment and supported by
strong governance and efficient business operations. Education Queensland provides support for high quality
projects and processes to support schools to be united in their pursuit of excellence.

Education Queensland develops the strategic direction for state schools, supported by policies ensuring that there
is alignment between these and the implementation in regions and schools. Education Queensland facilitates
principal and teacher capability development through the development of resources, delivering professional
development and sefting standards through teaching and learning audits.
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Schools are the focus of expertise in learning. They perform a vital role in providing opportunities to students to
acquire knowledge and understanding, pursue special interests, strive to achieve excellence and develop social
and vocational skills. Their core business is providing a learning program for students o achieve system wide and
school based learning outcomes. Schools also aim to facilitate and support participation among parents, students,
administrators, teachers and others in the school community and between the school and departmental support
structures.

For more information about the department, please visit our website at www.dete.gld.gov.au

Your opportuhity
As the Business Services Manager you will:

¢ Organise and provide general corporate services which support the activities of a s»hool and school
community.

s Ensure timely delivery of organisational executive and administrative support including the management and
provision of resources and facilities and the supervision of clerical and wages sta'n

The Business Services Manager reports to the Principal and liaises with Deputy Pr.""‘lp'il" Head of Department or
Curriculum Coordinators where applicable. ‘

Your role
You will have responsibility for leading the following activities and delivery cf the- fouowmg kay lasks;

Finance

o Assist the principal with the preparation of the school budget and. adirrinister day te day financial matters,
Implement and administer the budget developed by principal / finaice commiitee (providing historical data),
ensure procedural integrity, seek external expert advice and recomimend solutiohste the principal.

e Depending on the size and scope of the school, Business Services Managers at this level will typically work
collaboratively with the Principal on budgets (general/ tevenue ) of on average between approximately $0.2
million (M) and $0.5M in a primary setting. In a secondary environment the average budget allocations will be
between approximately $0.5M and $0.65M at this ciassification level 1n & special school the average budget
allocations will be hetween approximately $0.2M and $0.4M. L

Human Resources

o Assist the Principal with the day fo day suparvision and management of non-teaching staff in delivering
corporate services including monitoring weikioads, and identifving workforce skills and performance issues. ie
Management of non-teaching staff is line ‘management oply ie signatories/approval of timesheets, leave
applications, rosters etc Major staff issucs are escalated to the Principal or officer in charge. For teacher aides
this does not include professional supervision.

o Assist the principal in leading chan’gé within the nor-isaching team, by identifying human resource
management issues and seeking exiernal expert advice.it order to address specific personnel issues.

o  Organising, undertaking and coordinating the récruitment, induction and training of non-teaching staff.
Facilities and Asset Managernent ‘

e Provision of execuiive and administrative support services including the management and coordination of
resources, asset mianagzment and faclities.

s Assist in planning and review of minor works projects.

e Seek external facilities management advice where appropriate for the principal, school management team and
community as required. The principal manages the overall decision making process.

o Assisting the Principal in maintaining and monitoring facility and grounds maintenance activities including
determining minor works priorities and repair schedules, and engaging external contractors.

20f5
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Administration
» Responsible for day to day office procedures within existing guidelines as determined by the principal.

e  Utilising information and management systems to support effective and efficient administration of the school.
Adapt to new systems that are compulsory ini line with set departmental standards and guidelines,

s Processing of daily expenditure ie TRS claims, corporate card monitoring, reconciliations.

e Provide assistance to parents and the wider community with general enquiries and daily events that are typical
in a school environment.

Communication (People and Partnerships)

e Establishing and maintaining effective relationships and networks with internal and external stakeholders
including teaching and non-teaching staff, and community representatives to promote and support the school's
educational management activities. ,

o Contributing to and encouraging an environment where high quality is achxeved and aupparted by quality
delivery systems and business improvement.

e Establish networks with other Business Services Managers, departmbma» officers and communxty
representatives to ensure the provision of corporate services within and to the asi*ool is appropnate and in
accordance with equity, probity and legisiative requirements,

o  The Business Services Manager builds trust through caring behaviour and mntmes ant" deals w'm ‘he content
and emotion of interactions.

e Relating with the school community, the Business Services Manager reccgnises and utilises the formal and
informal networks and recognises the role of key people.

Qutcomes .
» The Business Services Manager supports students showing concem for their welfare and development and
treating them with respect.

s Working with staff, the Business Services Manager ecmowlodges and affu‘ms t.ffectwe performance and is
supportive of performance improvement.

s These behaviours facilitate and drive:
o The development and implementation of work responsibilities to ouppmt 40000' personnel;
o The integration of activity that is connected to future application;
o The monitoring and review of all services &aid their cper.ai'on and
o The enhancement of a client service appr am

Accountability

The Business Services Manager undersiands and follows school directions. Knowledge is usually obtained
through an established body of knowiedge through guidelines, legislations, directives, set departmental policy for
the majority of operational areas. Advice and council is also relied upon as guidance and pari-justification for

adopting a particular line of acticn.

The Business Services Manager is accountab;e only for information provided to colleagues on a variety of settings
or on reguest.

How you will be assessed
Within the context of the role described above, the ideal applicant will be someone who has the following key
attributes: ,

1. Supports strategic direction

Capacity to provide effective financial, human resource, facility and asset management services to support
educational management. Working knowledge of, or ability to acquire a knowledge of human resource and
financial policies, guidelines and processes
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Additional information

Achieves results

Effectively manages resources, and associated information and technology systems, to achieve agreed goals
and high level organisational skills with the ability to oversee and manage multiple tasks, prioritise work
demands and meet deadlines

Supports productive working relationships
Consistently achieves the delivery of quality service outcomes
Displays personal drive and integrity

Contributes to reviewing and developing systems and services to meet the needs of a changing organisational
environment

Communicates with influence

Utilises effective interpersonal skills and develops school community partnerships and tiie ability to coordinate
office administration systems and contribute to the effective operation of a team providing quality school
services

-4

-]

The duration of this position will be dependent on work demands and the availability of ongoing fuiding.

The Commission for Children and Young People and Child Guardian Act 2000 reqwres tha prefarred applicant
to be subject to a working with children check as part of the employment sareening prozess. The departmentis
legally obliged to warn applicants that it is an offence for a disqualified person to sign a hlua card application
form. Further details regarding this check may be obtained by ascessing the web site of the Commission for
Children and Young People and Child Guardian at the following internet address: www.covpeg.ald.gov.au/ or
on the Commission's website at. www. bluecard.gld.gov.au/

Confirmation of employment is conditional upon the preferred applicant being issuad with a Blue Card from the
Commission for Children and Young People and Child Guardiari.

A criminal history check will be initiated on the successfu! applicant by the Queensliand Police Service.
A discipline history check may be initiated on the successtu! applicant,

A non-smoking policy applies in Queensland government buildings, offices and motor vehicles.

If the successful applicant has been engaged as a lobbyist, a staiement of their employment is required.
You may be reguired to complets a period of pmbation in accordance with the Public Service Act 2008.

Staff are required fo actively partac\pate in consuitation and cemmunication with supervisors and management
regarding health, safety and wellbeing issues and comply with all provisions of the relevant workplace heaith
and safety legislation and related heaitii, safety and wellbeing responsibilities and procedures developed by

the department.

You will work for an organisation: that vaiues its people and promotes leadership and innovation. We respect
professionalism, embrace divarsity and encourage a balance between work and life commitments.

DETE employees are required tc. acknowiedge they understand their obligations under the Queensland
Government Code of Condiict and the department's Standard of Practice and agree to align their professional
conduct to these obligations.

All roles in the departmem are respon:;mle for creatmg, coﬂectfng. maintaining, using, disclosing, duplicating
and disposing of information, as weil s marnaging and using communication devices {for example email,

internet and telephone) and public resources (for example computers and network resources). Staff must
undertake these tasks in accordance with the department'’s information management policies and procedures

{for example recordkeeping, privacy, security and email usage).

You will be actively supported as an individual and will have access {6 a range of flexible work options, an
employee assistance program and learning and development opportunities.

All role descriptions and recruitment and selection processes are required to be aligned with the Queensland
Government Capability and Leadership Framework (CLF). For more information about the CLF, visit
www.psc.gld. gov.au
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e Additional information is available online at: www.smartjobs.qld.qov.au

JEMS Approval Date: July 2004, Reviewed June 2013 JEMS number: 1 1242
TRIM; 11/72497
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Role Description

Business Services Manager  Job Ad Reference

Job Evaluation No. 11077 TRIM No. 11131320
State School/State High School or other education
Work Unit institution ‘
Various Regions
Education Queensland Division
Location Various locations throughout ’thé State
Classification AO4 QLD Public Service Award 2012
36 ¥z hour week
Job Type Permanent/ Temporary / Full-titﬁe ! Part-time
Salary Range per anﬁum A
Plus superanrisation conidhutions of vpto i, 76% ot ycur annual salary,
Contact Officer | 5 |
Contact Telephone
Closing Date

Your employer

The Department of Education, Training and Employment (DE! E) is committed to ensuiing Queenslanders have the
education and skills they need to contribute to the eccnomic and social-development of Queensland. The
department delivers world-class education and traiiing services for people -at every stage of their personal and
professional development. We are also committed 52 ,'ewsuring our education and training systems are alighed to
the state's employment, skills and economic priorities. DETE is a diverse organisation with the largest workforce in
the state. We provide services through three broad servics delivery aregs

s Education Queensland Division delivers hlgh quahty education to more than 70 percent of all Queensiand
school students at prep, primary and secorda'y levels.

e Training and Employment Division wor ks (o meet the curs em and future needs of industry through building a
world class training and skilling system 1o enhance the skilis of Queensianders and optimise employment
opportunities through the management of 13 TAFE Ingtitutes, regulation of the state’s apprenticeship and
traineeship system, strategic invastment in training and skills, and building international partnerships and
markets. The division alsc providss whole of government leadership on employment, labour market and
migration issues to help drive.a strong and healthy labour market.

e Policy and Programs Divisici leads early childiiood development, and education, tertiary education and
training and Indigencus policy. regulates the provision of childcare services and Home Education, supports the
Australian Music Exarninations Boaid and the Non-State School Accreditation Board, and provides -grants to
childcare service provideis and non-state sc'nobling sectors.

Education Queensland is rasponsible for ensuring that every day, in every lesson, every student in state schooling
is learning and achieving within a safe, supportive, inclusive and disciplined learning environment and supported by
strong governance and efficient business operations. Education Queensland provides support for high quality
projects and processes to support schools {o be united in their pursuit of excellence.

Education Queensiand develops the strategic direction for state schools, supported by policies ensuring that there
is alignment between these and the implementation in regions and schools. Education Queensland facilitates
principal and teacher capability development through the development of resocurces, delivering professional
development and setting standards through teaching and learning audits,

&3 Queensland
el Government
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Schools are the focus of expertise in learning. They perform a vital role in providing opportunities to students to
acquire knowledge and understanding, pursue special interests, strive fo achieve excellence and develop social
and vocational skills. Their core business is providing a learning program for students to achieve system wide and
school based learning outcomes. Schools also aim to facilitate and support participation among parents, students,
administrators, teachers and others in the school community and between the school and deparimental support
structures.

For more information about the department, please visit our website at www.dete.qld.gov.au

Your opportunity
As the Business Services Manager you will:

o Manage the delivery of a range of corporate services that support the educational management activities of a
school.

o Lead the development of systemic change within an office environment. This is inciusive of time management
and delivery of organisational executive and administrative support including *he supanvision of clerical and
wages staff.

o Encourage an environment in which quality services are delivered by actively supporting the school
management team and school community and leading by example. ‘

The Business Services Manager reports o the Principal and liaises with Deputy Principals, Head of Department or
Curriculum Coordinators where applicable. ;

Your role
You will have responsibility for leading the following activities and delivery of the foliowing ; 1 kay lasks:

Finance

o Assist the principal with the preparation of the school bUO;IEK and administer day to day financial matters.
Implement and administer the budgst developed by principeiffinance committee (providing historical data),
_ensure procedural integrity, seek external expert advice and’ recommenH so*uucns to the principal.

o ldentify alternative options for managing the school's f:ndnmal rasources and assist the principal and/or schools
management team where appropriate to determina appropriate courses of action.

¢ Undertake day to day financial activities incluciing momtormn and reviewing school expenditure, application of
school funds and payroli and purchasing processes.

o Collect information from school managemem and ensuring cr'npuance with relevant legislation, policy and
procedures, and guidelines. : ‘

o Depending on the size and scope of ‘t'ne, s:choo), Business Garvices Managers at this level will typically work
collaboratively with the Principal on budgets (general/revenue) of on average between approximately $0.5
million (M) and $.95M in a primery seiting. In a secondary environment the average budget allocations will be
between approximately $0.5M and $1.1M at tivis classification level,

Human Resources

e Undertake the identification of workforce skill needs and make recommendations to the Principal in order to
formulate a public service staff (excluding teachers) Workforce Plan.

e Assist the Principal “with the day io dey supervision and management of non-teaching staff in delivering
corporate services including monitoring workloads, and identifying workforce skills and performance issues. ie
Management of non-teaching staff is line management only ie signatories/approval of timesheets, leave
requests, rosters etc Major staff issues are escalated to the Principal or officer in charge.

20f5
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Line management of non-teaching staff consists of teacher aides, cleaners, AO2, AO2/AAEP and schools
officers positions and other nominated positions where applicable. For teacher aides this does not include
professional supervisions. Dependent of the size of the school, it is likely that the number of staff for line
managing at this classification would be greater than 20 to but usually no greater than 35. It should be noted
that numbers may include the FTE impact of current casual employment or relief staff but not staff obtained in
the futurs.

Assist the principal in leading change within the non-deaching team, by identifying human resource
management issues and seeking external expert advice in order to address specific personnel issues.

Undertake recruitment, induction and training of non<eaching staff including vacancy and application
processing, organising professional development activities or training in the use of equipment,

Ensure human resource practices conform to. current standards and practices and that Awards and conditions
are met for all non-teaching staff.

Eacllities and Asset Management

L]

Monitor facilities and ground maintenance activities including determining mincr weorks and repairs schedules,
engaging contractors or facilitating repair projects.

Oversee the purchasing, maintenance and repair of resources and equipment in acsordancs with government
guidelines and departmental policy and procedures. '

Provide advice and make recommendations to the Principal regarding mamtenance minor at.d Cupital works
projects.

Oversee expenditure of both planned and unplanned mamtename “aagets that may bn held by other
agencies. \ ,

Liaise with external contractors. Operationally manage mincr works, including negotiating with external
contractors. Recommendations and decisions are usually mace in collaboretien with ihe: Principal.

Administration

Develop and manage provision of administrative support to' school operations in accordance with school
guidelines developed in consultation with external sources.  Involves identifying problems, conducting
research, seeking expert advice (where necessary‘t and recommenr*ing solutions. Also involves interpreting
departmental and school policies in accordance wu., advice from remu al and at times, central office staff

Provide a comprehensive range of executive ana admlmstratwe support services including preparation of
accurate and timely reports, correspondence ard other documents.

Communication (People and Partnerships)

L4

The Business Services Manager builds irust through empathyr and identifies and deals with the content and
emotions of interactions.

Establish and maintain relatmnsn'pe with other Business Services Managers, staff and community .
representatives to ensure the provision of corporate sarvices within and to the school is appropriate and in
accordance with legislative reguirements.

Relating with the school comimunity, the Business Services Manager recognises and utilises the formal and
informal networks and rec ogrn 568 the rele of key peopie

Qutcomes

L4

The Business Services Manager supgeiis siudents showing concem for their welfare and deveicpment and
treating them with respect.

Working with staff, the Business Services Manager acknowledges and affirms effective performance. and is
supportive of performance improvement.

These behaviours facilitate and drive:

o The development and implementation of work responsibilities to support school personnel

o The integration of activity that is connected to future application,

o The monitoring and review of all services and their operation; and
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o The enhancement of a client service approach,

Accountability

°

The Business Services Manager understands and follows school directions. Knowledge is usually obtained
through an established body of knowledge through guidelines, legislations, directives, set departmental policy
for the majority of operational areas. Advice and council is also relied upon as guidance and partial justification
for adopting a particular line of action,

The Business Services Manager is accountable onfy for information provided to colleagues on a variety of
settings or on request.

How you will be assessed

Within the context of the role described above, the ideal applicant will be someone who has the following key
aftributes:

1.

Supports strategic direction

Demonstrated capacity to provide effective knowledge and experience in administrative, financial, human
resource and facilities management practices relevant to an educational mstm.tscn environment. Knowledge of
human resource and financial policies, guidelines and processes.

Achieves results

Demonstrated capacity to effectively manage resources, and associated .u.‘nma.;on and technolmy systems in
order to achieve agreed goals. Ability to interpret and apply legislation, regulations, noticies, guidelines,
standards and procedures within a financial and human resourca manageinent environment. Demonstrated
capacity to be accountable for the performance outcomes of a financial and adminis tr.«twe service component
of an organisation. ‘

Supports productive working relationships

Works coliaboratively and operates as an effective team member. Wen dwe'oned communication and
interpersonal skills including the ability to liaise, consult and negotiate with interna! and external stakeholders.

Displays personal drive and integrity

Demonstrated capacity to review and redevelop systems and services -to rneet the needs of a changing
organisational environment. Demonstrated skills in the applicaticn of current software packages including word
processing and spreadsheets, and information and management systems.

Communicates with influence

Demonstrated high level organisational skifis with the ability to cversee and astutely manage numerous tasks,
prioritise work and meet deadlines. ‘

Additional information

]

The duration of this position will be dependent on work demands and the availability of ongoing funding.

The Commission for Children ai 2 Voung Peodle and Chlld Guardian Act 2000 requires the preferred applicant
to be subject to a working wiii: children check as pa:“ of the employment screening process. The depariment is
legally obliged to wars applicants that it is an offence for a disqualified person to sign a blue card application
form. Further detaiis Tegarding this check may ¢ obtained by accessing the web site of the Commission for
Children and Youhg Pecple and Child Guardian at the following internet address: www.ccypeqg.aid.gov.auf or

on the Commission’s website at; www biugcard.qld.qov.aul

Confirmation of employment is conditional upon the preferred applicant being issued with a Blue Card from the
Commission for Children and Young People and Child Guardian.

A criminal history check will be initiated on the successful applicant by the Queensiand Police Service.

A discipline history check may be initiated on the successful applicant.
A non-smoking policy applies in Queensland government buildings, offices and motor vehicles.
If the successful applicant has been engaged as a lobbyist, a statement of their employment is required.
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You may be required to complete a period of probation in accordance with the Public Service Act 2008.

Staff are required to actively participate in consultation and communication with supervisors and management
regarding health, safety and wellbeing issues and comply with all provisions of the relevant workplace heaith
and safety legislation and related health, safety and wellbeing responsibilities and procedures developed by
the department.

You will work for an organisation that values its people and promotes leadership and innovation. We respect
professionalism, embrace diversity and encourage a balance between work and life commitments.

DETE employees are required to acknowledge they understand their obligations under the Queensland
Government Code of Conduct and the department’s Standard of Practice and agree to align their professional

conduct to these obligations.

Al roles in the department are responsible for creating, collecting, maintaining, using, disclosing, duplicating
and disposing of information, as well as managing and using communication devices (for example email,
internet and te!ephone) and public resources (for example computers and network rezc«urces) Staff must
undertake these tasks in accordance with the department's-information management ooiizies and procedures
(for example recordkeeping, privacy, security and email usage). :

You will be actively supported as an individual and will have access to a cam.e or f!exlbie work options, an
employee assistance program and learning and development opportunities.

All role descriptions @nd recruitment and selection processes are required to be ahgned wuh {he Gueensland
Government Capability and Leadership Framework (CLF). For mo:e information about tha CLF, visit

www.psc.ald.gov.au o
Additional information is available online at: www.smgrtiobs.g!d.c«%a_g i

JEMS Approval Date; Februa*v 2011, Reviewed June 2012 JEMS number: 11077
(IR {11/30544) 11/31320 |

o .
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HARRINGTON, Peta

From: HARRINGTON, Peta

Sent: Tuesday, 6 August 2013 3:53 PM

To: ‘rpark24@eq.edu.au’

Ce: DUNCKER, Judith; PATCHING, Kathieen

Subject: JEMS 13473, Coorparoo Secondary College - Outcome of the Upgrade of

Administrative Officer

Dear Roslyn

| am writing to advise that an evaluation of the position of Business Services Mahager position {A03), to Business
Services Manager {AO4) at Coorparoo Secondary College, has been actioned as per your e'nail request, received 26
July 2013. The information that was provided by the school was sufficient in terms of what is required when doing
an evaluation of the work value of a position. : \

Any evaluation undertaken is assessed on its own individual merit, work value and circumstances pertaining to the
position that is to be reviewed. The Administrative Officer position was reviewad based on the content-of

the School Based Non-Teaching positions Questionnaire, Part A and B, taking intc consideration a nuraber of parameters
that could impact on the role including complexities that impact upon the schooi environinent ard additional program offerings
at the school. The position was also compared with other schools that have similar complexities and dynamics as your

school.

| wish to advise that based onthe information that was considered for evaluating the position, the work value
remains unchanged and it is recommended that the position remain at the AC3 classitication level. |am aware that
whilst this may not be the desired result, | can assure you that the review of this position was undertaken inclusive
of all available resource and every avenue explored. ‘

Shouid you require clarification of the above informaticn, please do not hssitaie to contact me.

Kind regards,

Peta Harrington

Senior Human Resource Services Officer

Workforce Recruitment and Employment

Corporate Services Division

Department of Education Training and Employment
Phone: 3234 1622 ‘
Fax: 32100714 ;

Email: peta.harrington@dzte.ald.gov.ay

1
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Job Evaluation Report

Position: Business Services Manager

Evaluation ID 13473

Lacation Coorpareo

Unit Coorparoo State College

Division Education Queensiand
SUPERVISOR Role: Principal Band 9

are o
BiAN S :
£ i

Whilst some training In the areas of Finance and HR Is provided, much of it s
tearnt while performing the role, ‘Sound knowledge of Finance, HR and
Facilities management s required.

Positions are closely focused on oheactivity.

Position:is required to communicate effectively with the school community
and external organisations to ensure the schootis aperating effectively and In
Ing with the schools stiateglc plan.

a & <
SItON 15 TequIT Mogity or develop ards, po Proceaures in
HR, Finance, Facllitles ardl Admin, some of these Indude:
Develop and manage in conjunction with Leadership team, annual budget
Design and Implemant non-teaching Inductlon programme
Develop and maintein budgets and facllities replacements and repalrs

Pogltion Is required to problem solve every day, varlous HR, Facilitias and
i Finance Issues. The position at times neads to think outside the box to
-asolve issues that arise.

o i AT

asition s responsible to the Principal for the day to day runtifha of the
chool's financial and admin functions and marages the administration of all
he schools non-teaching staff, Also monitors, manages snd were required,
eallocates funds, As a membar of the school Execlitve tkam, posttion
provides advice on the financialand adroln plannling of scioel and sllcgated
R as required,

Posltion Is dellvering services seen as belna eniical to the schooly: attaiament
of spedfic ohjectives. Paosition alse provides ieadership to other seivine
positions. : :

Position Is hohly influzntial with taspact to how the oversll services,
processes of products shuu'd be evaluated, defivered ot Imsproved,

Please confirm the following:
Classification Stream Expertise polnts are >= hidgement.polnts?

Organisational Consistency Diversity is hierarchical?

Independence & Infl is lower than Knowledée?
Meets the 1/3 rule
Classification Level:

Job Environment & Reasoring are pattnered?

Feasibility Check OK?
Total Judgement points less than Supervisor?
Total Accountabliity points tess than Supervisor?

Evaluator 2: L J,ﬁ y f o Moderator:

O+3-c+ 116, C+3+ 76, CH 14ct 66 Service & Support To!

Evaluator 1: ,ﬂ/ﬁ/ﬁfﬂ, ﬂ//

al Score: 258

Name: Peta Harriﬁrgton Name: N Rellly / Name:
Date: 06-Aug-13 Date: 06-Aug-13 Date:
Gi\wrorkForce Oper sBona\POSITION DESCRIFIIONSAT. 2013 Activity\2013 RD Folders\RD13400-13499\RD 13473 404, Businzss Sorvicas ManageriCoomparoo ST IEMS Evaluation Racord.axds E050013 2.00 P1A
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Coorparoo Secondary College, Coorparoo | School profile -

ACARA | Australian Cuercolum | NAP | My Schooi

2012 | My School Page 1 of 1

Conuxct us

My «5&@@@/

AUSTRAJAN CORREUILIN
ALSLEEMENT AUD
HFORHNG ANHOUTYY

acara

Find a school r Glossary l More information ‘ Contact-us ?

|Search by school, suburb, lown or posteode

Goorparoo Secondary College, Coor| LD ‘Bovimatk this
School profile
2008 2008 2010 2011 2012
School comments 2011
Schaol profile At Coarparao Secondary Conege [{o:103] we are achvely *Creating Tomomow Together', This vision, from our comerstone
Par and Envir u ins what we teach fiow we teach and even how we operate, The CSC way of teachmg
SC*‘OO‘ f“a"‘;% N and Teaming to "Creats T Together” Incorp tivity thraugh the teaching of philasaphy, Inquiry-based laaming
" N APLAN ’ and extension programs. Extension programs have been successfuuy mplemantad in year 8o tap into student’s passions'as'a vahicle to
e — extend thelr achlevement oulcomes atross all subjects, (Nautiius Music, Nautiius Marins, Naullus Mathemalicz, Nautilus English and
V&T m schoo)s Nautilus Selence) The College has developed parinerships with industry, community, dubs, parents, suppoit {cams, vaiversity, TAFE,
. S primary schools, and EEC's to.develop Professional Learning Communities. Wa teath o-appreciete our unvi ont via aLocal
Local schoo!s to Global Perspective and Maring Pesitioning. CSC diligently and snihuslasticelly works with each studen), pareris and the community to
- e deliver a dynamic, world-class secondary education. Such an offering, we recognise, Is vital in empov.erng oui Students 16 confidently
and competently sesk-and identify opportunities. They are also better positioned to positively rianans 'he chislisnges they are bound 1o
face in both thelr personal and professional ves in the Tulure through insight and the spplication f skils acquired, 2011 has seen the
complotion of an exte gram which has provided state-of-tha-art, word clasy, fexhle, leaiing environments in the
following new centres: Science ArtsIMulumedxa Tachnc!ogy( Hosp(tamy lemzy. Elec!mnic ean“ng Afw: and Canteen and includes a
Iotndls N . s dba nind,
Schoof facts 2012 Student backgiound 2012 S
School sector Government | | Indax of Coirmunity Sacio-Educational P \L&l ,Qg' oot
School typs Secondary | | SchoolICSFA vale 1026
Year range 812 Averays [G572A value 1000
Tolat envolmants 468 Ona source Parentinformation
Lagation Me(ropohlan Distribusion vi i students *
Sehool staff 2012 - i._.... o fodom gu;:ilo' Wddie quacw% Top quinter
i o e o Sitraotbiceibit 8% 9% | 40%
Teaching staff gy | |l Bt o | 0% | 28%
Fulltime equivalent teaching staft 53 4a5] | austatn Disibulion | 25% Wh | 2% | 2%
Non-teaching staff 26 "eree'tlages are munded and may not add fo 100
Full-time equivalent nondeaching statt &2 195 T T IR
''''' = | Students 2012 e o
8 it e T [ Tonal enralments 468
Total net recurrant income smna 344 Gids 28
Par student net récurrent income $16,963 Hoyt ‘ 229
Total capital expenditure §98,401,826 | <] THitie quialent envatments £ 463.2
S indigetous sudents 5%
RS e l Languige hackgtound ofher than English* 2%
Sehaol wabsils Coorpaics Sacondary gglggng Studen! attendance rate B5%
Sastor, system or Depaimgot of Education, Tainlno & | - p : N
gy
assamahon wabsite Dng{oyment Queers 2 SET Inschaols 201 et et e e
e e e b et e O : " 4 Trairifia (VE
VET enrolments 464
Schootbased app ips and hif ) 22
Soniorsecondary outcomes 2041
1¥sar 12 ras
Senjor secondary cedificale awarded 55
Cormnpleted senior secondary school 67
Post-school destinations
Students at university 21%
Students. at TAFEivocational study 45%
smden\s in empioymam 26
" Ir §chool ICSEA value * is iispiayed in the Student Background section, the Schoof ICSEA value is under review by ACARA.
! Data presented on this website should be read in conjunction with the notes and caveats provided.
“The table reports student back i thatis available for the feported year. For some schools, information cannol be
splayed for privacy orb there Is an insufficient proporlion of dala records.
 Proportion of students who sat NAPLAN lests in Ihis calendar year,
Scied 5 { Besuls v Qesw il 1 | Resufs i Shugint Somfar Locat
fnaes 5 H et ers tands 3ai schigls schiely
3 55 é pemmio ! - o T
j : &_WJ _J

Find a schoot | Glossary | More mnformation | Conlactus

Termy sluse | G

oht | Peiers |

Aseassadey

hitp://wapyerpe el sdicatisrsatiErsdadndend a2 HmarrissSaresdar fodlifitint 57/84/9913



Schoot

Region ™ | - i

Middlemount Community School cQ P12 9 (Stream 3/SL/5) AO3 P12; Enrol 348; BSEG high; RAIS; rural; additionai ]
complexity. L )

v Glenala State High School ME SHS 9 (Stream 3/5L/5) AO3 Enrol 429; BSEG low; NF: additional coraplexity

v Mabel Park State High School SE SHS 9 (Stream 3/SL/5) AO3 Enrol 509; BSEG low; NP; high comiplexity
* Mitchelton Special School ME Spec 9 (Stream 3/SL/5) AO3 Usual Gomplexity;28.2 enol: 8BSEG High.
* Hervey Bay Special School NC Spec 9 (Stream 3/SL/5) AQO3 Usual Comniexity, BSEG Ly enrol 83
* Ferny Hills ‘State School ME S8 9 (Stream 3/SL/5) AO3 Enrol 483.5, BSEG is high; usual complexity.

v Camira State School (R&R Trial

School) ME ‘88 9 (Stream 3/8L/5) AQ3 Enrel 627: BSECG mid to low; additional complexity

v Bl Bl Staté School NC SS S (Stream 3/SL/5) AO3 Enrol £25; BSEG mid to high; Rural; usual complexity
* Kingston State School SE 88 9 (Stream 3/SL/5) AO3 Enrol 588; BSEG low; National Parinerships school;

- IKindy; additional complexity.
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Education Queensland: School Allocations

10of1

CENTRE CODE: [ 2077 ] BAND: o < REGION: MER Email a Copy
SCHOOL TYPE: SHS DISTRICT: Metre Secondary

510872013 10:50
TEACHING STAFF ] |ENROLMENTS | |PRIMARY & SECONDARY SCHOOL STAEFING PLANNERR SUMMARY:

3 i The Day B Staffing Planner is a tool providieato assist with workforce scenario planning: The
Altocations Primary __Secondary Total FEB EFFECTIVE ENROLMENTS 2012 allocations detailed through.the Day & $'zHing Picnner are to be treated as indicative only and are
ggg\g}iﬁhm CIPAL * g:gg ;gg PREgREP subjectto conﬁrmation}chax':ge on Das 8 oy Regional Office. Final alfocations will be confirmed by
HOG / HOD *** 550 rX - BRI EUNGRADES F;ggnor‘)ai HR staff o’r. th’. basis of Day 8 sctual effective enrolrents.

Subtotal 500 500 = : 5| |Directions for Use {Rexion)
Less Teaching Time 000 750 FREPREP, PREP, PRI ond SEC Total]__454,0] | ENter the schiog! numuer at the top of this screen and press <ENTER>.
Total Administration 0.00 5.80{ | 5.80] Notes® )
1. The oliossiion of classitied teaching and non-teaching positions are subject to the annual gains
TOTAL PREP, PRI & SEC TEACHERS { 0:00}] 21,401 | 21.40] and losses processesand must berconfirmed by the Regional Office. Allocations shown may not
AUG CENSUS ENROLMENTS 2012 reflect the apgroved allocation.
TOTAL SCHOOL SUPPORT™ | 0.00] 412] | 412§ i EiiRgP 2. Ineludes Brimary HOC positions (both enrolment driven and approved application HOCS) and
i, Nicdle School HODS. Primary HOC non-teaching loads are shown as the miinimurn required.
TOTAL TEACHING ALLOCATIONS L 0.00 31.32] | 31.32f mw— Schaols may provide additional HOC release time from the school support allocation. The school
mNG STAFE ] PREPREP. PREP, PRI and SEC Tot.atL_ & support a!!oc;tion has been c.lebited fo.r the minimum HOC release time. )
— 3. The school support allocation for Prirmary and Secondary schools are represented as a single
Allocations Primary  Secondary Tetal FEBRUARY DAY 8 ENROLMENTS * ’ Full-Time Equivalent (FTE) allocation. For primary: schools, this includes an allocation for Teacher
BUSINESS SERVICES MANAGER I - A4 PRE-PREP S 00] Mibrarian; Curriculum Coordination Time, Physical Education, Music, Non-Contact Time and LOTE.
ADMIN. OFFICER i 0.0 0.0 0.0 PREP - 2@y 1For secondary schools, this includes an allocation for Teacher Librarian and Co-ordination Time.
SCIENTIFIC OPERATIONS OFFICER 1.0 1.0 YR 1 . “o G Of |4 AKEP entitlement is represented as'an FTE, semester 1 allocations are. calculated on August
SCHOOL OFFICER (Facilities & Grounds) 0.0 2.0 2.0 YR2 . 22021 L ensus enrolments from the previous year, semester 2 allocations are cafculated on February
22;:2 g:fgzggom WORKER g‘g g.g zf; 2 ; gfg effective enrolments in the current year.
UNIT SUPPORT OFFICER 55 53] 0:0 e - , o ;‘O. 3 3. feacher-aide allocations are calculated on the basis of Day 8 enrolments.
AGRICULTURAL ASSISTANT 50| 561 VeE : e O.G &. Prep teacher-aide allocations.in the teacher-aide total include the P-3 supplementation where
TR - ~g0] |epplicable. Alsoincludes year Pre-Prep teacher-aide hoursin approved schools.
AAEP-AD2 (FTE)™ | 0.50] 1.59] | 1.58] PREPREP . TRET. AND PRLTCTALL 0.6] |7. Teacher-aide hours may also include Prirnary Targeted Intervention Teacher-Aide Hours
) ’ {formerly referred to-as the Bligh election commitment hours) and LNP Prep Teacher-Aide
TEAGHER AIDE, PREP & PRIMARY 5887 ] 6o) - [YR7 : __00] {Supplementation hours:
includes O Prep TA hrs, 0.P-3 supp TA hrs, 0 PTI TA hrs and O LNP YR 8 43.0] 18, THS S is-catculated on an annual basis and paid asa semester grant.
Prepsupp TA hrs e —_—— YRS 86201 |3, Any anomalies orerrors identified should be reported to your regional HR contact officer who
TEACHER AIDE SECONDARY I TEol [T i080]  [YRTO 8281 Liill investigate and advise central office.
: YR 11 880 10. The staffing planner itself aswell as copies of the planner summary are not to be distributed /
;gg ‘(:?:gs&?;;’::;‘im) E:—‘—TEL . 0.0 \éi;é = - ,‘e g.:gv rel d to third parties unless explicitly authiorised by the Director, Workforce Modelling.
TRS Secondary * T TR 65.2 SECONDARY TOTAL| b\
GRAND TOTAL ENROLMENTS] _ 402.2] P

Miry e Gy envsles = Pea BINN.

Confidential 10:50 AM  5/08/2013
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Search Results: Page 1 of 2

aPortal

Department of ,
Educatlon, Training and Employment

150 m

44 Special Purpose
School

@ Primary 51 Secondary School E&E Combined (Primary +
% school , Sacondary)

School of distance education Campus

| Envirciimantal / Outdoor {54l Organisational Unit
* Education Centre

P

15

Educational
= unit

Coorparoo Secondary Cotlege

Contact details

Principal/Officer in charge: Ms Roslyn Parkes (Principal)

Physical address: Cnr Stanley Street East and Cavendish Road
Coorparoo 4151

Postal address: PO Box 1225
Coorparoo DC 4151

Phone: (07) 3394 8888

Fax: (07) 3394 8800

hetps /operEtRTickppHcRIcH S4015IB6a0Y Pae s tarldH RSy arps e DBseAfcht 6056157013



Page 2 of 2

Search Results:
Email:
Website: %
School details
Centre code: 2077

Centre type:
Status:

Year levels:

All student count:
Band:

Enrolments as at:
ABN:

Transfer rating:

Assistant Regional Director:

Regional Director:

Area details

State High School
Open

08 - 12

429

10

February 2013
41658625244

1

Neil McDonald
Chris Rider

Geographic region:

EQ Zone:

National zone code:
Local government area:
State electorate:
Federal electorate:
Sport region:

Sport sector:

Metropolitan
Metropolitan
M1 ’
Brisbane (o))
Greehs!cpes

Griffith.

Metropolitan East

Secondary

https://operrEt R FEkpPHERToR 5501580t RgeHsh ol Resbarrekeniseoiiant 6 POBEH13



PARAMETERS FOR BUSINESS SERVICES MANAGER - WORK VALUE REVIEW

The below fables sre fo e used in copjunction with the Job Evaluation Questionnaire -~ How do you use them?s

These are designed so that you can identify ADDITIONAL
it is feasible that this will impact on the BSM role and either Indicate that there could be additonal respansibllity at 2 higher fevel or the responsiblities would stay the same. There will be schools that will have a different focus than average sites - e

when

PR 2

g 8 BEM role. Itis useful to-consider enrolment trends at the school, and how this has impacted on the BSM level at the school. Also by considering other factors in the tables below, ie transfer rating orthe complexity Jevel of the schoal,

hools. itis taoking at this status when

P 7
ireviowing, Other factors outiined i the table will be useful when determining an idea of the remotensss of a scheol to number of staff the position may have reparting to . “These fables shoeld be used fo aide in determining classification level where enrolments alone will not aflocate adequats resources atthe appropriate

|fevet for any one school®

T huig Gonsus | Day B Fob 2008
2067

Aug Consus 2008

608.7

4856

580

Indicative
; raploxity

Conflrmed
Complexity

A

RoRsnss
e
.

RS0
s

is the school a Spacial Purpose Schuot (SPS)?

Does the school have & Special Education Unit {SEU) attached?

Does the school offer an Early Childhood Development Program (ECDP)?
English as a Second Language (E5L) level?

O Yes
0 Yes
O Yes
0 High

ju}
o
ju]

O Low

The befow outlines expected duties of the Business Services Manager role at each classification level. You should consider these when scoring the work value for those jesitions being reviewed,

DUTIES: - " Business Services manager (AQ8) Busiqss'ﬁ Servites nanager (RO8) . . Business Services {ADS): . Business Services {AQ3) ..
. NN . Provide support and ipin the nfac i Provide a range of d support of ive and support services
" i
0 Provide " a'nt‘:::f " vesr Support se rvlcezf 8 o range of ive and i ppott services the 0 parati and timely reports, i ing the and jon of asset
4 e HPp g ability 1o manage muttiple tasks with conflicting priorities and and other ranagement and faciities.
ith 137 > . B N . . N i f i it i ion of
Provide strategic advice and manage the development and detivery of a range of in cousu)ta?ion wilk the Prin W'P ﬁ;ﬁ:ﬁ;m o ﬁnanciaa{n%lanmng e Encourage an environment in which quality services are delivered by ::xg:gg?gg:az’;geep:s‘ﬁxx;m::ngﬂ;?;imffg:ﬁgﬂuads
fm} corporate services that suppen the ctivities of 2 =] - et . jm} actively supporting the schaol team and school ju} ¥ - etag
p % ks, pOTunG i sehoot lans, and
schodl, ann;al schoo{ budget and reguiady reporting to the school management omminity and leading by example. are in oo c‘;la:d g P
Ce and istrative and i i systems o T e . \ :
o and processes for the efficlent and effective planning, monitaring and delivery of o :::ﬁme' day o day 'i?a"di‘si?;‘""’es mc}ud’mgv;pi{a:r ;\: 35: ;:h asing o in ; u:é;‘ ;?: principal, prapara [:;:;eifm“‘ !?udgetv:{h s |Vslising information and management systems to support effective
fnanciat p P 0 ion and reviewing of school budgets and y @ P e g ot nt W81 iy and P h and efficlent administration of the schoal,
parformance reporting. iy 2 a P paticy p releva poticy
" N " Cocrdinate and oversse the day to day aclivities of ron-teaching staff Undertake day to.day financial aclivities including monitoring and o "
o Z;z:ﬂr;ely ia&')m.mls!e'r dayto d::dﬂnanc}al xcﬁvﬂle;[eniir;ng campliance with ] including recruitrent, induclion and training to ensure provision of an ) i school exp P of school funds and payroli ] and training of non: -teach‘l’;:staﬁ the
policy s ; effective quality service, and purchasing processes: :
it [ o ) N Assisting the Principal wil o fsion and
Ovmeeeir:r{ duction an;hfraﬁnw::g ensuriny hu?'rf)an 1o ys.:ig. s Ensure humar res conform to currant and 1 i and taining of non-teaching o j bt it “‘e;:f? in Shvoriog o services
1 recruitment, in 5 9 SOUICe prafiice: o and that Awards and condliions are met for all nen-teaching fm} staff vacancy and i i ion of & N 0 . i Kiotee skil
to current and and that Awards ard conditions are ) including monitoring work loads, dnd identifying workforce skills
s and condiions staff. or tralning'in the use of aguipment.
roet for alt non-téaching stadf. 3 ¥ i and performance issues.
i 2 sianards ; Devetap, i and maintain and i Ensure human conform to current and Assisting the Principal in maintaining and monitaring faciity and
ju} Ensure human resource practices conform 1o current siancaids ard preclices o systems and to supporischool | [ ices and that Awards and conditions are et for all non-teaching 03 |orounds activities includi minaf warks
and that Awards and conditions are met for aff noncteaching statf. operations, staff iorlties and repalr and extarnal
t . i ‘ né~ tath ith " Monitor facilities and ground maintenance activities including Monitor facilities and ground maintenarice activities including Montor tacifities and ground mainferance aclivities indyding
[u} koAl 5 negatiations with extermal fu] determining minor works and repairs schedules, engaging contractorsor! [ Idetermining minor works and repairs =] i wotks and fepairs les, engaging
g cchool m: and g assels registers. tacilitating repair projocts. . or facifitating repair projects. contractors or facilitating repair projects.
i e 4 - N X itng and eifective ps and networks
Proactively participate in fostarirg 8 positive team eulture focused on service OVBf&GE the and repair of and Oversee the purchasing, maintenance and repair of fesources and with internat ang external stakeholders incliding teaching and ron-
d delivery and based on - effcient wrk p and D Ementin wihg saddep o somantn aee ¢ anddep K1 Hteaching staft, anc communty representatives o promote and
: [of innovation. polley and procedures. poficy and procedures. support the schoo!'s educationsl activitio
| i - P " - + p—s : = y
o Estabiish 2';\,"3;.22“ n stiong m’;’;? ;ﬁmﬁ&z&mﬁ‘gﬁx&h;m ity Parlicipate in fostering a positive team sulture focused on client service I a:;:zmam ¢ valh other L oness S;V;ﬁ:w Contributing to and an where high quallty
N : o and based on collal i i and e v e i i i
_ toensure eficient and affective corporate services In a school 3 fand based on coflaboration, efficiont vot practices and encoursgement | L1 crlce: ibin and o the schookis appropriate and in accordancowith | L1  aohiewed and sunported by qualfy delivey systers and
environment. ) Hegistative requirements, P
- " N ) R Establish and maintain rel hips with Business Senvi [ 3 " "
Encourage an environiment in which quality services are defivered by actively Managers, inte mz;l xr‘w?! ':;;::f sigiehm;en::rangs community ces {Participate in fostering a positive team-culture focused on client 'service Ensure timely delivery of organisational executive and
[m] heschool team-and school community and leading by ] represent;ﬂv &5 1o ansure efficient and effe m @ corporate services in [} iand based on collaboration, efficient wark icas and ] i suppaort ing the ang provision of
example. schoof environment. §101 innovation. resources and faciities,
Reviswed by: vt evaea. ceversenesace [P SSROROROR Is further Information roquired from schoal?  C1Yes [ No #yes,via: [JTeleconference (7 Intoview at School
Nicky Logue Jacqui Hall

Sharon Abbott " Benats orr
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