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Marketing and Enrolments Coordinator
Enrolments 

· Manage enrolment enquiries, liaising with the Education Director and Teachers, as required.

· Manage the enrolment process in accordance with the School Enrolment Policy.

· Manage the departure of students in accordance with relevant procedures.

· Maintain appropriate records of enrolments and enrolment enquiries.

· Data entry into School Pro (the School’s Database).

· Assist management in respect to improvements that may be made in respect to enrolment processes and systems.
Marketing 

· Develop editorial and advertorial content, as required.

· Maintain the School’s photo database.

· Maintaining and developing the School’s website to ensure it contains correct information and is a relevant medium.

· Updating the Right Now section of the website as required.

· Producing the weekly newsletter.
· Producing the yearly Emerge School magazine.

· Producing flyers and advertising in support of School activities.

· Liaising with the School’s social media contractor to coordinate communication consistent with other mediums (i.e. website, Newsletter and communications with parents).

· Facilitating the yearly research of parent, staff and students.
· Assist management in respect to developing marketing plans for the School.
· Manage the School’s display at the Bellingen Show.

General support duties to assist the functioning of the Administration Team
· Distribution of daily emails to school community as required.

· Support the smooth running of festivals and other School events.
· Answer incoming calls and direct as required.

First aid 

· Support treatment of injuries and provide first aid.
· Ordering of first aid products as required.
· Restocking first aid kits as required.
· Plan and supply first aid requirements for camps and excursions.
· Manage Asthma Plans of staff and students.
· Manage Anaphylaxis Care Plans for staff and students.
Other 

· Other duties falling within the scope of a Level 2 Clerical Officer and as required from time to time.
Skills/Capabilities/Attributes 

· Confident and polite phone manner.

· Excellent time management and prioritization.

· Calm under pressure.

· Able to manage information with due consideration to privacy, confidentiality and sensitivity.

· Reliable.

· Enjoys working as part of a professional team.
· Thorough knowledge of Microsoft Office applications and Google Suite.

· A willingness to adopt and adapt technology solutions that improve office efficiency.
· Current First Aid Qualification (desirable).

· Experience with using School Pro (desirable).

· Experience with using Quickbooks Online (desirable).

· Experience with using Adobe Acrobat Professional (desirable).

· Experience with using Adobe Creative Cloud (desirable).

Please also note a current Working With Children Check is a requirement for all School based staff.

The hours of this position (Level 2 Clerical Officer) will be from Monday – Friday from 8.30am – 4.40pm for 48 weeks of the year.

The position will be responsible to and supervised by the Business Operations Manager.

Remuneration and conditions will be in accordance with the Independent Schools NSW (Support and Operational Staff) Multi Enterprise Agreement 2017.

