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Business Services Manager Job Ad Reference 

Job Evaluation No. 

Your employer 

Work Unit 

Location 

Classification 

Job Type 

Salary Range 

Contact Officer 

Contact Telephone 

Closing Date 

11242 TRIM No. 11n2497 

State School/State High School or other education 
institution 

Various Regions 

Education Queensland DM:ion 

Various locations throJJghoui t~1e State 

A03 QLD Public St>rvice Award 2012 

36 V4 hour week 

Permanent I Temporary I FuiHime I Part-time 

per annum 

Plus superannJa:iu,; t:mlrillu#ons of I'P t-:: 12. 7'i% of your annual salary. 

The Department of Education, Training and Employment (D::TE} if; committed to ensuring Queenslanders have the 
education and skills they need to contribute to the ecor1omic and social development of Queensland. The 
department delivers world-class education and trai:1ing services for peopie ~1t every stage of their personal and 
professional development. We are also committed to ::mstrring our education <md training systems are aligned to 
the state's employment, skills and economic priorities. DETE is a clive,·ne vrganisation with the largest workforce in 
the state. We provide services through three bro:id s~iV1c~ delivery ar~as: 

• Education Queensland Division delivers high quality education to more than 70 percent of all Queensland 
school students at prep, primary and secmid<::~IJ'Ievels. 

• Training and Employment Division works to meet the current find future needs of industry through building a 
world class training and skilling syst1~m to enhance iha skills of Queenslanders and optimise employment 
opportunities through the mane.geme11t of 13 T AFE !n&iltutes, regulation of the state's apprenticeship and 
traineeship system, strategic invt;~stment in training and skills, and building international partnerships and 
markets. The division also prcvicies wholfi of government leadership on employment, labour market and 
migration issues to help drive c: stmng and h~.lalthy !abour market. 

o Policy and Programs Div!sion leads ead~, childhood development, and education, tertiary education and 
training and Indigenous po!!r.y, regulates the pmvlsion of childcare services and Home Education, supports the 
Australian Music ExarniilatiC'nS Board and the Non-State School Accreditation Board, and provides grants to 
childcare service providers and no:1-st~?.te schooling sectors. 

Education Queensland is responsible for ensu.-ing 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 setting standards through teaching and learning audits. 

Queensland 
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 to 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 departmental support 
structures. 

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

Your opportunity 
As the Business Services Manager you will: 

.. Organise and provide general corporate services which support the activities of a school and school 
community. 

.. 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 staff. 

The Business Services Manager reports to the Principal and liaises with Deputy Pnncipals. Head of Department or 
Curriculum Coordinators where applicable. 

Your role 
You will have responsibility for leading the following activities and delivery cf1M fullowing ~d) tasks: 

Finance 

o Assist the principal with the preparation of the school budget and adruinister di:!y tc·, dl)y financial matters. 
Implement and administer the budget developed by principal / finailcCJ commiliee (providing historical data), 
ensure procedural integrity, seek external expert advice and re:command soMions to Uie principal. 

o Depending on the size and scope of the school, Business $ervicas Managerti at this level will typically work 
collaboratively with the Principal on budgets (general! revenL•e ) of on average b~tween approximately $0.2 
million (M) and $0.5M in a primary setting. In a secondaty· environment tha average budget allocations will be 
between approximately $0.5M and $0.65M at this ciassification level. In <:t ::;pecial school the average budget 
allocations will be between approximately $0.2M and $Q.4M. 

Human Resources 

o Assist the Principal with the day to day suoer1h;ion and .11<1nagement of non-teaching staff in delivering 
corporate services including monitoring wcikioads, and identifying W!lrkforce skills and performance issues. ie 
Management of non-teaching staff is line management only ie signatoriesfapproval of timesheets, leave 
applications, rosters etc Major staff issue!; c:trC~ 13Scalated to tl'le Pr:ncipal or officer in charge. For teacher aides 
this does not include professional supeNi.slon. 

• Assist the principal in leading change within the ron-teaching team, by identifying human resource 
management issues and seeking eY.~ernr:~l expert advice in order to address specific personnel issues. 

o Organising, undertaking and cvord!nating the recruitment, induction and training of non-teaching staff. 

Facilities and Asset Managem'e!it 

• Provision of execvtive a11d administrative support services including the management and coordination of 
resources, asset rr.i.'lnc>g0m~llt and fac:titir.:s. 

o Assist in planning and re>'idw of minor works projects. 

• 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. 
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Administration 

• Responsible for day to day office procedures within existing guidelines as determined by the principal. 

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

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

• 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) 

• 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. 

• Contributing to and encouraging an environment where high quality is achieved at1d supported by quality 
delivery systems and business improvement. 

• Establish networks with other Business Services Managers, departmenta; officers and community 
representatives to ensure the provision of corporate services within and to thq sct'ool is ~:~ppropriate and in 
accordance with equity, probity and legislative requirements. 

• The Business Services Manager builds trust through caring behaviour and id~ntifies and rieals wl!h ~he content 
and emotion of interactions. 

• Relating with the school community, the Business Services Manager recognises and utilise!': the formal and 
informal networks and recognises the role of key people. 

Outcomes 

• The Business Services Manager supports students showin!J conr.r.:rn for their weltc.1re and development and 
treating them with respect. 

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

• These behaviours facilitate and drive; 
o The development and implementation of wor:< ;espcmsibilities to &upport school personnel; 
o The integration of activity that is connected io future applicatiott; 
o The monitoring and review of all services ai1ct ':heir openat!on; and 
o The enhancement of a client service aprrcach. 

Accountability 

The Business Services Manager undtlrS~f.flds and follows school directions. Knowledge is usually obtained 
through an established body of know~t:idge tt:rough guidelines, legislations. directives, set departmental policy for 
the majority of operational areas. Advic:e and council is ~~lso relied upon as guidance and part-justification for 
adopting a particular line of acticn. 

The Business Services Manager is act;ountal:lie only lor hformation provided to colleagues on a variety of settings 
or on request. 

How you will be as~~ssed 
Within the context of the rv!9 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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2. 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 

3. Supports productive working relationships 

Consistently achieves the delivery of quality service outcomes 

4. Displays personal drive and integrity 

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

5. Communicates with influence 

Utilises effective interpersonal skills and develops school community partnerships and the a!>ility to coordinate 
office administration systems and contribute to the effective operation of a team pr0vldmg quality school 
services 

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

• The Commission for Children and Young People and Child Guardian Act 2000 requires th~ prefco~rmd applicant 
to be subject to a working with children check as part of the employment sr.:reening prooe:>s. The departmentis 
legally obliged to warn applicants that it is an offence for a disqualifie,d person to sign d blu~ card application 
form. Further details regarding this check may be obtained by ances;sing d<e web si~e of th~ Commission for 
Children and Young People and Child Guardian at the following intornet address: ~_av.ccypcg.gld.gov.au/ or 
on the Commission's website at: www.bluecard.gld.gov.au/ 

• 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 Guartl!at1. 

• A criminal history check will be initiated on the successM applic;ant by the Queen<;land Police Service. 

• A discipline history check may be initiated on the ~uccessfl.l! !=!pplicant. 

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

• If the successful applicant has been engaged as a lobbyist, a stal.~ment of their employment is required. 

• You may be required to complete a period of p;cb~titJn in accnrdance wi!n the Public Service Act 2008. 

• Staff are required to actively participate in c"r.suiiation and cc~t'lrm.:o:cation with supervisors and management 
regarding health, safety and wellbeing i~'SU€'s and comply with <:II provisions of the relevant workplace health 
and safety legislation and related he:itith, S<lfety and wellbel:'lg 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 dlv9rslty &nd encourage a ba!at'Ce between work and life commitments. 

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

• All roles in the depr1rtment a•e responsiblo for creating, collecting, maintaining, using, disclosing, duplicating 
and disposing of information, as well as ml:!naging and using communication devices (for example email, 
internet and telephone) ?.nd public resources (for example computers and network resources). Staff must 
undertake these tasks in accordance with !he 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 to 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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• Additional information is available online at: www.smartjobs.qld.gov.au 

JEMS Approval Date: July 2004, Reviewed June 2013 JEMS number: 11242 
TRIM: 11/72497 
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Business Services Manager Job Ad Reference 

Job Evaluation No. 

Your employer 

Work Unit 

Location 

Classification 

Job Type 

Salary Range 

Contact Officer 

Contact Telephone 

Closing Date 

11077 TRIM No. 11/31320 

State School/State High School or other education 
institution 
Various Regions 
Education Queensland D!vision 

Various locations throughout the State 

A04 QLD Public Service Award 2012 
36 % hour week 

Permanent I Tempot~!'IJ I Full·iime I Part-time 

perar<num 
Plus superann~aflOTI .-ani:!l;utions of vp to i:.>.75% ot ;rur annual salary. 

The Department of Education, Training and Employment (DETE) is-committed to ensudng Queenslanders have the 
education and skills they need to contribute to the eccncmlc; and soci'ii development of Queensland. The 
department delivers world~class education and tra:n:ng servit;es for people- at every stage of their personal and 
professional development. We are also committed t·J ensuring our education and training systems are aligned to 
the state's employment, skills and economic prioritiE!s DElE is a c:llver~;e mgan!sation with the largest workforce in 
the state. We provide services through three broad f:.ervica delivery .::reas: 

o Education Queensland Division delivers h1gh quality educat:nn to more than 70 percent of all Queensland 
school students at prep, primary and secondary levels. 

• Training and Employment Division worl<s to meet the current nnd future needs of industry through building a 
world class training and skilling sy:5tam to enhance the s!<:llis of Queenslanders and optimise employment 
opportunities through the management of 13 TAFE Institutes, regulation of the state's apprenticeship and 
traineeship system, strategic ir.v•)Stment in training ?.nd skills, and building international partnerships and 
markets. The division a!sG Ptov~des whole of goVE>rnment leadership on employment, labour market and 
migration issues to help drivs a ~trong and healthy labour market. 

o Policy and Programs Di'lisk•il leads early childh;.lod development, and education, tertiary education and 
training and lndiger,out: policy, regulates the rrcvision of childcare services and Home Education, supports the 
Australian Music Exarn;nat!!'ns Boaid ar:d the Non-State School Accreditation Board, and provides grants to 
childcare service rrcvkit:~rs and non-state schooling sectors. 

Education Queensland is responsible for onsuring 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 setting standards through teaching and learning audits. 

Queensland 
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 to 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 jn the school community and between the school and departmental support 
structures. 

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

Your opportunity 
As the Business Services Manager you will: 

• Manage the delivery of a range of corporate services that support the educational manAgement activities of a 
schooL 

• Lead the development of systemic change within an office environment. This is inclusive of time management 
and delivery of organisational executive and administrative support including the supervision of clerical and 
wages staff. 

o Encourage an environment in which quality services are delivered by acti\•ely supporting the school 
management team and school community and leading by example. 

The Business Services Manager reports to the Principal and liaises with Dept.ty Principals, ! lead of Department or 
Curriculum Coordinators where applicable. 

Your role 
You will have responsibility for leading the following activities and deliv$ry of the foliowing key tasks: 

Finance 

o Assist the principal with the preparation of the school budge~ and administer day to day financial matters. 
Implement and administer the budget developed by pr!nc!pflllfinance committee (providing historical data), 

. ensure procedural integrity, seek external expert ~dvice and recommend solutions to the principal. 

• Identify alternative options for managing the schorJI's financial res:ources <:1nd c;snist the principal and/or schools 
management team where appropriate to determine ap;~r~priate cowses d •:~ction. 

o Undertake day to day financial activities inclucling monitoring and reviewing school expenditure, application of 
school funds and payroll and purchasing pror::esses. 

• Collect information from school managmneni, and ensuring compliance with relevant legislation, policy and 
procedures, and guidelines. 

• Depending on the size and scope of the E;chool, Bus!Mss Cervices Managers at this level will typically work 
collaboratively with the Principal on budgets (generai!revenue) of on average between approximately $0.5 
million (M) and $.95M in a p;!mf.'l)' se~ting. In a secondary environment the average budget allocations will be 
between approximately $0.5M and $1.1 M at this classification level. 

Human Resources 

• Undertake the ident.iricaiion of workforce skill net>ds and make recommendations to the Principal in order to 
formulate a public Sfjrvi;;c staff (excluding t~~achers) Workforce Plan. 

• Assist the Principal with the day io tiey 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. 
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o Line management of non-teaching staff consists of teacher aides, cleaners, A02, A02/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 future. 

o Assist the principal in leading change within the non-teaching 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-teaching staff including vacancy and application 
processing, organising professional development activities or training in the use of equipment. 

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

Facilities and Asset Management 

• Monitor facilities and ground maintenance activities including determining miner wcrk~:> and repairs schedules, 
engaging contractors or facilitating repair projects. 

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

• Provide advice and make recommendations to the Principal regarding maintenance, mmoi and capital works 
projects. 

• Oversee expenditure of both planned and unplanned maint~nance bur:Jgets th~t may b~) held by other 
agencies. 

• Liaise with external contractors. Operationally manage minur worl<s, including negotiating with external 
contractors. Recommendations and decisions are usually mad~ m collaborSllicn with ihe Principal. 

Administration 

• Develop and manage provision of administrative support to school operatiot.s in accordance with school 
guidelines developed in consultation with external MMC~s. Involves identifying problems, conducting 
research, seeking expert advice (where necessary) and recommenr!ing ~elutions. Also involves interpreting 
departmental and school policies in accordance with advice from regiunal and <lt times, central office staff 

• Provide a comprehensive range of executive and E!dministrative support services including preparation of 
accurate and timely reports, correspondenc<: r.:~r:d o~her documents. 

Communication fPeoQie and PartnershiQsl 

• The Business Services Manager bui!ds irust through empathy and identifies and deals with the content and 
emotions of interactions. 

• Establish and maintain relationships with other Eivsiness Services Managers, staff and community 
representatives to ensure the prrwisic1n of corporate sarvices within and to the school is appropriate and in 
accordance with legislative reqt•ifl:!ments. 

.. Relating with the school ~cmrnui:ity, the BtJsiness Gervices Manager recognises and utilises the formal and 
informal networks anci recognit;e.s the role uf kti:y people. 

Outcomes 

• The Business Services Manager supports :;tudents showing concern for their welfare and development and 
treating them with respect. 

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

o 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 seNice approach. 
Accountability 

• The Business SeNices 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 SeNices Manager is accountable only 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 
attributes: 

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 institution emimnment. Knowledge of 
human resource and financial policies, guidelines and processes. 

2. Achieves results 

Demonstrated capacity to effectively manage resources, and associated information and technology systems in 
order to achieve agreed goals. Ability to interpret and apply legi~;l~lt!or, regulation::;, policies, guidelines, 
standards and procedures within a financial and human resource manayement environmet~! Demonstrated 
capacity to be accountable for the performance outcomes of a firancial and adm!nistrG~thre seNice component 
of an organisation. 

3. Supports productive working relationships 

Works collaboratively and operates as an effective team member. WeH cievetoped communication and 
interpersonal skills including the ability to liaise, consult e.nd negotiate with interna! and external stakeholders. 

4. Displays personal drive and integrity 

Demonstrated capacity to review and redevelop ly&t~ms and services to meet the needs of a changing 
organisational environment. Demonstrated skills in the e-pplicaticn or current software packages including word 
processing and spreadsheets, and information ~nti management S)'Stt:ms. 

5. Communicates with influence 

Demonstrated high level organisational skill;; with the ability to uve(see and astutely manage numerous tasks, 
prioritise work and meet deadlines. 

Additional information 
• The duration of this position will be depl',ndent on work demands and the availability of ongoing funding. 

• The Commission for Children and Young Peop16 and Cllild Guardian Act 2000 requires the preferred applicant 
to be subject to a working with children check as part nf the employment screening process. The department is 
legally obliged to warr. Qpplicants that it :s an offence for a disqualified person to sign a blue card application 
form. Further detaiis regarding this check may be obtained by accessing the web site of the Commission for 
Children and Young Peop!e and Chlic! Guardi.::n at the following internet address: www.ccypcg.gld.gov.au/ or 
on the Commission's website at: wwvv bluacard.gld.gov.au/ 

• 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 Queensland Police SeNice. 

• 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 SeTVice 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 health 
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. 

• All roles in the department are responsible for creating, collecting, maintaining, using, disclosing, duplicating 
and disposing of information, as well as managing and using communication device$ {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 pol!cie.s and procedures 
(for example recordkeeping, privacy, security and email usage). 

o You will be actively supported as an individual and will have access to a rsr.pe of flexible work options, an 
employee assistance program and learning and development opportunities. 

• All role descriptions and recruitment and selection processes are requireJ to be aligned w!tll the Gt.•eensland 
Government Capability and Leadership Framework {CLF). For more !11formation ~:>bout tl'la CLF, visit 
www.psc.gld.gov.au 

• Additional information is available online at: www.smartjobs.gld.oov,av 
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HARRINGTON, Peta 

From: 
Sent: 
To: 
Cc: 
Subject: 

Dear Roslyn 

HARRINGTON, Peta 
Tuesday, 6 August 2013 3:53 PM 
'rpark24@eq.edu.au' 
DUNCKER, Judith; PATCHING, Kathleen 
JEMS 13473, Coorparoo Secondary College - Outcome of the Upgrade of 
Administrative Officer 

I am writing to advise that an evaluation of the position of Business Services Manager position (A03), to Business 
Services Manager (A04) at Coorparoo Secondary College, has been actio ned as per your e•naii request, received 26 
July 2013. The information that was provided by the school was sufficient in terms of •:.:hat 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 circumstanc:es pertaining to the 
position that is to be reviewed. The Administrative Officer position was reviewed based on the cor.ter,t of 
the School Based Non-Teaching positions Questionnaire, Part A and B, taking intc; consideratioil a num!lf:r of parameters 
that could impact on the role including complexities that impact upon the schooi envh·onment ar.d ildrl!tlonai program offerings 
at the school. The position was also compared with other schools that have similar comp!exities and dynamics as your 
school. 

I wish to advise that based on the information that was considered for evaluating the position, the work value 
remains unchanged and it is recommended that the position remain at the A03 classification level. I am aware that 
whilst this may not be the desired result, I can assure you that the review of this positiun was undertaken inclusive 
of all available resource and every avenue explored. 

Should you require clarification of the above information, p!ease do not hesitate t0 contact me. 

Kind regards, 

Peta Harrington 
Senior Human Resource Services Officer 
Workforce Recruitment and Employment 
Corporate Services Division 
Department of Education Training and EmploymE:nt 
Phone: 32341622 
Fax: 3210 0714 
Email: peta.harrington@detl'~.;tld.g~ 
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Job Evaluation Report 
Position: 
Evaluation ID 
Location 
Unit 
Division 

Please confirm the following: 
Classification Stream 

Organisational Consistency 

Meets the 1/3 rule 

Classification level: 

Business Services Manager 
13473 

Coorparoo 
Coorparoo State 
Education 

some training In the areas of Ana nee and HR Is provided, much of It Is 
performing the role. Sound knowledge of Finance, HR and 

management Is required. 

are closely focused on one activity. 

is required to cotnmuntcate effectively with the school community 
al organisations to ensure the scboolts operating effectively and In 
e schools striiteglc plan. 

is required to problem solve every day, various HR, Facllit~es ar.:1 
Issues. The position at limes needs to think outside the to·< to 

resolve issues that arise~ 

Principal for the dav to day rum.!oa ~; the 
functtons and mar•agts the administration of all 

staff. Also monitors, m~"!!ge~ and were required, 
funds. As a member of the schOol Exe.(Ut~.'e t.,m, position 

on the financial and admln plannlo'Q of ,;<cool and alltcau::< 

Is delivering services seen as heir,~ cnbca: to the schools atlb!oment 
spedfic objectives. Position alsr. pr~,vlcl~flleadership to other S~.;;; v:-:e 

Is highly lnfltrJntl"l w;th '""pact to how the over~ll "erviros, 
or products !-hr.,u~d bt:' evaluated, deltver-ed t-r Improved. 

~~~~~~~-Expertise points are>~ Judgement polnts7 

Olvemlly Is hierarchical? ____ __, 
Independence & Inflls lower than Knowledge? 

Job Environment & Reasoning are pa•tneredl 

Feaslblllty Check OK? 

0+3·c+ 116, C+3+ 76, C+l+c+ 56 Service &Support To 
Total Judgement points less than Supervisor? 

Total Accountability points less than Supervisor? 

Evaluator 1: Evaluator 2: 

Name: N Reilly I Name: 

Date: 06-Aug-13 Date: 
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Coorparoo Secondary College, Coot·paroo I School profile- 20121 My School Page 1 ofl 

ACARA 1 Austratlan Curriculum 1 NAP J Afy School Con~ctos 

Find a school I Glossary I More information I Contact us j 

School profile 

School finances 

NAP LAN 

VET in schools 

Local schools 

Coomaroo Secondarv College. Coomaroo. QL.D Bookmark this page 

School profile 

2008 2009 2010 2011 2012 

School comments 2011 

At Coorparoo Secondary College (CSC) we are aclively ·creating TomoJTOw Togethe~. This vision, emanaling from our comerslones, 
'CreatMty, Partnerships and Environment' underpins what we teach, hew we teach and even how we operate. The esc way ofteaching 

I 
and learning to ·create Tomorrow Together Incorporates developing creativity lhrough the teaching of philosophy, Inquiry-based leamlng 
and extension programs. Exlenslon programs have been successfully implemented In year 810 tap into stUdent's passions as a vehiCle lo 
extend their achievement oulcomes across all subjects. {Nautilus Music, NautiluS Marine, Nnu!llus Mathomati•-t, folaulilus English and 
Nautilus Science} The College has developed partnerships with Industry, community, clubs, parents, suppoct tr.&:'ls. u~lverslty, TAFE, 

1 primary schools, and EEC's to develop Professional Learning Communities. We teach stUdents to approciE to ••.r or.vlrunment via a local 

I to Global Pel'llpective and Marine Positioning. CSC diligently and enlhus!asUcally works wllh each studenl, parer;!t dO'J !he community to 
deliver a dynamic. wortcf.class secondary educalion. Such an offering, we recognise, Is vile! In empov:etin9 ~u, :!~~•nts to confidently , l and compelenlly seek and ldentKy opportuniUes. They area!so better posiUoned to posillvaly rtan.:~; 'J1e ~Mir.:nges !hay are hound to 1 

U
face In bolh lhelr personal and professional IIvas in the !Uiuro through Insight and the application ;of skh!• acqu::-.d. 2011 has seen the 

1 
compleUon of an extensive building program which has provided state-of·lhe·art. wodd clasn, ~P.Jt;:>Je, rean;'qg environments In the 
following nlll'l centres: Science, Arts/Multimedia, Technology/ Hospltafrty, Libra!)', Electronic Leam!ng m3~ and Cante~n and includes a 
otcU>.Lu.tl.rAl~ld~o~rilU;'tt~f.~~.Jo.d.uant.t:\-f.o...abl,nu..nMl'>J:I.l'IM--Jbi'!Jr.JJ..<"lbt..h~·,~<'\.<:>Lb: ... .W.'t;>t:!-(l<f.nnu.l'l:c'~~-14JhA.cl.n~ 

I ~choolfacts 2012 ----------·-·---------:::=1 Student backr,<.~und 2012 ·--:=~ 
, School sector Government ! Jndax qf CQ!rlJllilli!v Socio·EducalioOlJI2!1'ill'lli.ru!JJQ§Jibl - --~ I School type Secondary 1! Schooi!CS•A. v&:!la 1026] I Year range 8-12 , Averag•, IGiV.:fo v~lue 1000 

l ~;;;~~~:nt~ ,___ ~etroP.~~::;J 1 ~::::: ui students~ r'arent Information 

~o,olstaff2~~2. __ J II-:-- la.-rt•n;.::" 
; TeaChing start 521 J t(l~ootol-:.ttlwno~-i-.-32:~ 

ro· M1Jd!r. quattcf& lo)pquartet 

-! !9%,40% 26% 

! Full-time equlvatantteachlng staff 1m I.J.ol I~~~~~!:_ 
I Non-teaching staff 26 i [. Pel'Cb:•tages 8fli 

___l35% 1 25% 25% 

rounded and may not add to 100 

~ull-!lme equivalent non-teaching slafflri.lil ·---·- ... .2~:~ r-·---------·-----------, 
~;;;.;:~-------~---, 
j .. ,_., .. ---·- ···-· ~ -+•-· .•• -· -· ' • ,. _,., 

; Total net recurrent income $7,103,344 1 
I Per student net recurrenl income $15,963 1 
j Total capita! expenditure ;;%,101,826! 
L + ·--• 

~--
1 School website 

j Sector, system or 
i assoclalion website 
L .............. - ....... .. 

Bo~!: 

ftJI!·tl:'mt ~quhtalent <m•olments 1m 
i.~!lige;>ous ;tujents 

School-based apprenUceshlps and traineeships 
... --·-·-··-..... __ 

~------------·--------........., 

1_-::::::·?.'.!lec_o•:dary_?IJicon:es2011 __ -··· ---I 
I Year 12 results l 
j Senior $SCondary certificate awarded 55 : 

I Completed senior secondary school 67 i 

l
. Po§t·scl)QQI destjna!loos I 

Students at university 21% i 
j Students at TAFE/vocaUonal sludy 45% l 
!_Stude~lsin ~mployment _ ~~:·_! 

· lr School JCSEA value •1• 'iisriayed In the Student Background se<::Uon, t/Je &;hoo/ ICSEA value Is under review by ACARA. 

'Data presented on this website should be read in conjunclion with the notes and caveats provided. 

' The I able reports student background information that is available for the reported year. For some schools, inlormaUon cannot be 
displayed for privacy reasons or because there/san insuffiCient proportion of data records. 

' Proporlion of students who sat NAPLAN tests in this calendar yeat. 

Ftnd a school f Glossary 1 Mont 1r:fonna!ion f Contact us 



, _________ , ______ _ 
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Education Queensland: School Allocations 1 of 1 

CJ)q 
Metro Secondary 

CENTRE CODE: 

SCHOOL TYPE: 

I i.o77- - --] BAND: 

SHS DISTRICT: 

REGION: MER 

!tEACHING STAFF--- --- -- ------~~-~- - ---J !ENROLMENTS - ! !PRIMARY IUECONDARYSCHOOl5'AFi"!NG PIANNE1HUMMARV: 

Allocations 
PRINCIPAL 
DEPUTY PRINCIPAL' 
HOC/HOD •u• 
Subtotal 
Less Teaching Time 
Total Administration 

TOTAL PREP, PRI & SEC TEACHERS 

TOTAL SCHOOL SUPPORT" 

TOTAL TEACHING ALLOCATIONS 

Primary Secondary Total 
0.00 1.00 
0.00 2.00 
0.00 5.00 
0.00 8.00 
0.00 2.20 
0.00 5.80 I- s.so1 

I O.OOf 21.401 I 21.40f 

I o.ooj 4.12l I 4.121 

I o.ooj 31.32f l 31.321 

JNON TEACHING STAFF ----- J 

Allocations 
BUSINESS SERVICES MANAGER 
ADMIN. OFFICER 
SCIENTIFIC OPERATIONS OFFICER 
SCHOOL OFFICER (Facilities & Grounds) 
BOAT OFFICER 
GENERAL SCHOOL WORKER 
UNIT SUPPORT OFFICER 
AGRICULTURAL ASSISTANT 

Primary Secondary Total 
. AU4 

0.0 0.0 0.0 
1.0 1.0 

0.0 2.0 2.0 
0.0 0.0 
0.0 o.o 
0.0 0.0 o.u 

0.0 0.0 

AAEP-A02 (FTE) • I O.OOI 1.59) L 1.S!J 

TEACHER AIDE. PREP & PRIMARY 5· 6 & 7 f O.Oj r-~ 
Includes 0 Prep T A hrs. 0 P-3 supp TA hrs. 0 PTI TA hrs and o LNP 
Prep supp TA hrs 
TEACHER AIDE SECONDARY c:::_~~J c_:--·1o8.0j 

TRS {Days Per Annum) 
TRS Prep & Primary " 
TRS Secondary • 

Miv;, o(:. &->' e,-;v<.?-!s. ·::: Ao4 !':>SiV'). 

Confidential 

FEB EFFECTIVE ENROLMENTS 2012 
PREPREP ·o.c 

11-'Ktt-' "'''0.0 
PR11-7 & UNGRADED I ·o.o 
ll>tt,;l:l-1Z 'IX\,;t,;:SI::: -454l0 

PREPREP, PREP, PR! and SEC Total 454.0 

FEBRUARY DAY 8 ENROLME.IIoTS • 

PRE-PREP - r ~ 
PREP --
YR'1 
YR2 
YR-3 
~4_______ -
YR5 

IY"Rs -I:ZR7 

The Day 8 Staffing Planner is a tool p.-ovideo ~o a:;sist with workforce scenario planning. The 
I allocations detailed through the Day t\ S':=.:ffin~ Pi<>nner are to be treated as indicative only and 
subject to conflrmation}char~e on Da·,1 8 by Regional Office. Final allocations will be confirmed by 
Regional HR staff o:. th(c; bao:is ,,f Day 8 ac:ual effective enrolments. 

Enter the ~noel num!.)er 'ilt the tc.p of this screen and press <ENTER>. 
Notes· 
1. The ~~~o~;do,; cf classihed teaching and non-teaching positions are subject to the annual gains 
and lossto~ p~oce»e; and must be confirmed by the Regional Office. Allocations shown may not 
reflect the apvoved allocation. 
~. In dudes 1'-rimary HOC positions (both enrolment driven and approved application HOCS) and 
~:.ic'dle School HODS. Primary HOC non-teaching loads are shown as the minimum required. 
Schools may provide additional HOC release time from the school support allocation. The school 
support allocation has been debited for the minimum HOC release time. 
3. The school support allocation for Primary and Secondary schools are represented as a single 
Full-Time Equivalent {FTE) allocation. For primary schools, this includes an allocation for Teacher 

Curriculum coordination Time, Physical Education, Music, Non-Contact Time and LDTE. 
secondary schools, this includes an allocation for Teacher librarian and Co-ordination Time. 

AAEP entitlement is represented as an FTE, semester 1 allocations are calculated on August 
~ensu~ ""rolments from the previous year, semester 2 allocations are calculated on February 
effective enrolments in the current year. 
:::.Teacher-aide allocations are calculated on the basis of Day 8 enrolments. 
6. Prep teacher-aide allocations in the teacher-aide total include the P-3 supplementation where 
applicable. Also includes year Pre-Prep teacher-aide hours in approved schools. 
1. Teacher-aide hours may also include Primary Targeted Intervention Teacher-Aide Hours 
(formerly referred to as the Bligh election commitment hours) and LNP Prep Teacher-Aide 

Supplementation hours. 
TRS S is calculated on an annual basis and paid as a semester grant. 
Any anomalies or errors identified should be reported to your regional HR contact officer who 

investigate and advise central office. 
10. The staffing planner itself as well as copies of the planner summary are not to be distributed I 
released to third parties unless explicitly authorised by the Director, Workforce Modelling. 

10:50 AM 5/08/2013 
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Search Results: Page 1 of2 

nePortal 
Department of 
Education, Training and Employment 

't{ 
FiB 

/~ 
u 
liiliil Primary 
• School 

Secondary Srhool 

® 2013 Nlcr<-~Oft C~rroratlon 

~~ Comb:ned (Primary+ 
~ Sacondary) 

~Special 
• School 

l4iJ SchO!.!I of distor:ce education lijl C;;mpus 

lii1 Educational 
• unit 

Envlmii!Tlcntc.l I Outdoor 
Fdu,~atJon Centre 

Coorparoo Secondary CoHege 

Contact details 

~ Organisational Unit 

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

f!ill Special Purpose 
11.91 School 

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

Postal address: 

Phone: 

Fax: 

PO Box 1225 
Coorparoo DC 4151 

(07) 3394 8888 

(07) 3394 8800 

/ 



Search Results: 

Email: 

Website: 

School details 

Centre code: 

Centre type: 

Status: 

Year levels: 

All student count: 

Band: 

Enrolments as at: 

ABN: 

Transfer rating: 

Assistant Regional Director: 

Regional Director: 

Area details 

Geographic region: 

EQ Zone: 

National zone code: 

Local government area: 

State electorate: 

Federal electorate: 

Sport region: 

Sport sector: 

2077 

State High School 

Open 

08- 12 

429 

10 

February 2013 

41658625244 

1 

Neil McDonald 

Chris Rider 

Metropolitan 

Metropolitan 

M1 

Brisb<me (C) 

Greer.slcpes 

Gr!ffitt; 

(llletropolitan Ea~:t 

Seo:mdary 

Page 2 of2 



PARAMETERS FOR BUSINESS SERVICES MANAGER ·WORK VALUE REVIEW 

[

The I.WfOW'iirbieS STe"iO be usi(illi-COntunCtiOn· wlth the Job EvaluatioiJ.QUI!Stiofmaint:How"dQVOUUSe them?? ------~,--------·-·- ·- ..... --~---····""······· · --- ------ ·------- --------------- --------- · · ----- · ··-········---. ................ _____ .............. -------.-- · 

These are deslgned so that you ean identify ADDITIONAL ~onsidorations when reviewing a BSM role. It Is useful to consld:e.r enrolment trends at the school, and how this has lmpaeted on the BSM Jt:tvel at the school. Also by considering other factors in the tables below, ie transfer rating or the complexity level of the school, 
it is fe,as.ibte that thls will impact on the BSM rot& and elthflr indicate that there. could be addltona1 respottslbillty at a hJgher level or the msponsiblttles would stay the same. Ther~ will be schools that wilt have a different focus than average sites M ie national partnership schools. It is worthwhile looking at this status when 

, reviewing~ Other factors outlined tn the table wm be useful when d&torminlng an idea of the f'91Tloteness of a Gt:hoot to number of staff the position may Ita~ reporting to it. "These tables should be used to aide in determining classification level where enrolments alone will not allocate adequate resources at tho appropriate 
I level for any one st:hool. * -

Gd'ntre:Code;f)~>r"~";:',,~~~" '""~~,~\, ,~~' 1 ' '~~y;:~;~~~ "t1School'(SS/SHS/P10:B12}:"~ '"" ~al')(CoU&ge:SHS&':cOOI 

[!~~~£~.~~':.!!!.~below q'i.iiS11ons ~n.!!_CL~~~ .. ~!l?.!~.Ef~Uf .. BSSGSS~~~L .. " 
Is the school a Special Purpooe School (SPS)? 0 Yes 

0 Yes 
0 Yes 

0 High 

o No 
0 No 
0 No 
0 Low 

Does the school have a Special Education Unit (SEU) attached? 

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

The below outlines expected duties of the Business Services Manager role at each classtrtcation level. You should eon$lderthese when scotfng the work value for thnse ~l:iltions being reviewed. 

r·--ti"u~ES:. r------=-------- "}l"U!ines_s_S."!"It:•• ~~agor (AOsL=- ·- --- --- . - :. =-=-~!n?ssS!rv.":•!.~~g.r(~~~~ -=-=--- .... -~~~ ·:T .. -- Business Services manager (A04) ·_:::::: .·- I . Business Services m~~i~eii~ 
I jProvtde leadership to 3 multi-d~:sophnary team mciudmg coordmati of 3 I Provide support and leadershrp 1n the provts1~·m 1Jf a co:nprehenStve t -~Provide a comprehensive range of executive and administrative support Provision or executive and administrative support services 
1 D comprehensive range of executlw and'admmtstratwe support se~es D range of ~ecubve and admfn1strat!w~ ~pport .:efVl.;es lnc!t.lding the 0 Jservices !nctud!ng preparation of accurate and timely reports, D InCluding the management and coordination of .. resources, asset 
1 J ability to manage multiple tasks w..'th \"Mfllcting prtonttes and tfmeframes correspondence and other documents management and faclUties. 

I -· -- -- ~----- -- -~·~~~vide ~rate;;~~; ~~;;-manag~ the d;;;;,e~~-a~-;~v:;~ ~;a ra~~:-;r··--~-- Jn consult.iiiOOWlfr." th_.;pju1~ ~r.trlt:ute 1o financi~ planning --- " -·- - j ~-,;o~rage an environment 
10 

whJch quality se!Vlces are defive~ b~ In consultation with the principal, assistinS 'Wi~h ·t~e preparation of 
J 0 corporate services that support the educational m<magement actlvtties of a ! C1 processes mdudlO!; :!ali-31\.,.plN~ pJ:mnmg, monttoriog and reviewing the 0 ' cti ly portin the school management team and sch 1 0 the ~chool budget and ensuring that !he apphcatton ~f sc:nool funds 

b 
school l annual schoot budget h"lct ~u1:.dy reporting to the school management a ve : d ~di b 1 °0 

are 1n accordance with schoof operational plans, leg!s!ation and 
~ --+---- _ _ ~ _ _ _ -· ~--~ __ ~~- ~ " _ team __ ~ _ ~ _ _ _ c~mm~-~-~~~~:_ ___________ -· departmenta! pol!cy and procedur~--···~-----·--.. -· 

Coordfnate and Implement admlmstratiVe and mformatton management systems • , 
and processes for the efficient and effective planning, monftoring and delivery or ! Adt;!m~te: ~~ to :-lay fl?anclal ac:!V!ties mc:ucrmg ~yroU, purchasing I ln con:~:boration with the principal. prepa~t!on of the_ school ~Udget ~Y . Utilising information and management systems to support effective 

D flnanc!a! processes including prepara1ion and reviewing Of school budgets and ! 0 an~ 06tfo,m .. nee reportmg, ensunng compliance with relevant 0 ensunng that funds are dispersed aceordmg lo and m compliance w1th Cl and effte!ent adminlstrati of fu h 1 
performance reporting. ! /le:.qlsi~UCJ'I, d!,ectlves and departmental policy and procedures. relevant legislation, policy anct procedures, and gu!de!ines. 

011 
e sc 

00 
• 

.... . Proaetlvely administer day to dayflnanclal ~~illes ensurtng compliance with ··t·· . ·-·~- ··j~·~;crtim~;";nd overs~ the d~;;d;y~ ;~~it!;~-~n~ ~;ff -~·- Un~erntk;·;; to day. financial actlvlties. includlng monitoring and ~~ . Organising, undetiaking and coordinating 'the recruitment. iml.uction 
0 relevant leglslat.ion, directives and departmentat polfcy and procedures. t ~ mdu~ng re~itme~ tnducUon and trammg to ensure provls!on of an D reviewing school expendlture, a~!ieatlon of school funds and payroll tJ and training of non..teachln staff. 

--"- ------------L --- . ~"- '"r~~~"c~~-quahtyservJce. ·-"· .. ··-·--~- and purehasing_~-:~~:~---·-····-----···-···---·---·-- ·····---·-·---·----·--~""'"'''"N·-···'-·----------·----
Oversee .and coordmate the ctay to day operations of non~teaching staff lncluoJ;~ . • . . . . • Assisting 1he Principal With the day-to-day superv!s1on and 

t 

te¢rui~ment, tnducffon and ttalnlng and ensuring human resource pr~J:e:s ! Ensure human resource practices co~form to curre. nt st. an·. da.rcts and . Undertake recru!tmen.t actiVtti.es •• !·n.· d._ucho·n·· .and. ..tr. a1m.ng of. n~n .. ·.te .. ach.· . mg i management of nQ1l...teaching staff in d.e. liVe·. rtng corpo. rate services 0 conform to current standards and practices and U1at Awards aru1 o.mdltfO"S me D I practices and that Awards and coodltlons are met for all noMeachlng D ;staff lncfudlng vacancy and a~phca!lon proces:smg, preparation .of : D InCluding mon~toring work loads, and Identifying workforce skills 
met for an non~teachlng staff staff. ~profesWnat development actiVII!es or tratn!ng !n the usa of eqmpment. \ and performance Issues. 

~n~~r~ -human resource practiCeS conform t:.s ::urreflt &t.:t~ -td --" -~ I Oevefop. implement and maintain administrative an~ ~~;~~tion ·~Ensure human resout~-;~b~ ~~"i~ ;-~~~~t~~~d;~d~ ~~~ j ..... Assisting the Princlpat In ma!ntai~ing ~~·;;;.~~-;;~~ ~ity and, l 
0 and that A rd nd f'ldltrons ar& met for a1l n.;·m tedC:~l!r1 a t s;r:a pra ces 0 management systems and databases to effectively support school L1 0 ipractlces and that Awards and cotldttlons are met for au non~teachlng I Cl g~un~s maintenance actlvlties includmg ~etermlnlng mrnor worKS • 

wa sa co 9 sa operatlons, 1staff. 
1 

pnotltles and repair schedules, and engagmg external contractors, 1 

~--~---~-- ---- -l~:=~~~l;ly ~J•c;:;:~~r:~:;~~~:~::~w;~ ~~~-·· D =~:~f:~~~!~~!"!,~:u:d:~\:~=~~!~~:~:;-~:ntractors-:1 --~---:=.:;~~~~~!"!,':";'~~:~:~==~:~~~~~~ i D ~~=:~:~11=o~n~u;~d~!~\:~~S:!~.~~~:~~~;;g-· 
1 

- - • • -. :~~;~·~:::~--~~~;ll,;·~;;;,;~~.;c~fru~::::•on:~-- -··-·-~~~~:~:~;:~~;~~~-~~;;;~~~;~sour;;~~ --+------ ::~;~;:;::.:::~~mlenance ;ndrepai;~~~~~sand --+ -- ~~E;~~of~:~~~~~~~:;;hi~~~;~::_ 
0 : dehvefY and based on collabof .. ,tl~. efficient work practices and encouragement D eqwpment m accordance~ government guid&!tnes and departmental I 0 ;eq~lpment ln accordance with government guldellnes. and departmt;;!ntal ~· D teachlng staff, and community representatives fo promote and 

,or lnnovalton policy and procedures. ' ipohcy and procedures. support the school's e<lucafional management actiVities. 
l )establ!sh .and maintain strong -working re!attOriShips and networks With other -····· --- --- --~'" .... ' . . ,. ----- .. _ . I I establish and m~i;rtaJ;-;f;tio"~~hi "~ ~·th 'Oth;ra~Sin&M se~ices- _____ .. -··--·------.. ---····~""""""·-----···--···-·-·· .............. ~-' 
I J

Buslness serviceS Managers Internal and GXtemal stakeho!d~ and -mmuni"' Partletpate m fos.tenng a positive team culture focused on client sel\llce !M ff d *'• P •1 to Contributing to and encouraging an environment where high quality 
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