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POSITION TITLE: Early Learning Centre Director  
    

REPORTING TO:                Head of Junior Campus   

QUALIFICATIONS: Diploma or Degree: Miniumum Diploma in Early Childhood Education 
and Care (or ACECQA-approved equivalent) 

 
 
 
 
 
 

 

 
Early Learning Centre (ELC) Director  

 
Position Description 

 
Our Purpose - Objects of the College… 

(Why we exist) 

• To inspire, develop and empower our students to achieve the highest possible academic standards and 

excellence in the context of a Christian Orthodox environment. 

• To provide a learning environment that will foster initiative, independence, creativity, collaboration, 

tolerance, humility and integrity. 

• To seek and maintain a close association amongst the students of the College, their families and the 

wider community. 

 
Our Vision…(What we aspire to be) 

 
Always Excel 

 
Our Mission…(What we do) 

 
To inspire and empower our students to achieve their academic, personal and spiritual best. 
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COLLEGE OVERVIEW 
 
St George College is a Christian Orthodox, Independent, co-educational College educating children ELC to 
Year 12.  Our welcoming, nurturing and loving Early Learning centre values all children and families and 
the contribution they make to teaching and learning. Carefully planned and quality play experiences 
provide opportunities for our children to practise and develop skills and make sense of their world. 
Diversity and uniqueness is celebrated, regardless of age, gender, race, cultural background or additional 
needs. 
 
Director Overview 
As Director, you are the Leader of the ELC & OSHC Services accountable for the Key Responsibilities and 
Duties listed below which have a clear focus upon compliance, pastoral care, administration and learning 
and teaching.  
 
The fundamental role of the ELC Director is to lead a balanced and engaging learning environment which is 
student driven and is congruent with St George College’s purpose, policies, and practice. The Director 
works to ensure a learning environment which is centred upon the needs of the children and  outlined in 
the National Quality Standards. 
 
The Director will be responsible for managing and delivering the effective and efficient operation of the 
ELC and OSHC in accordance with school policies, management guidelines, and statutory requirements.  
The successful applicant will have strong support from College Leadership and School Administration Staff 
as they run this program and deal with the needs of students in their care. 
 
ELC is an important service to families. It enables parents to work a full day, or know that, should they be 
late for any reason, their child is cared for. You will be expected to work closely with colleagues to ensure 
a learning environment which is focused upon effective relationships between students, staff, and 
parents. 
 

 Early Learning Centre: Operates 49 weeks per year from 7:45am-5:45pm (Monday to Friday) and will be 
closed for three (3) weeks over the Christmas & New Year Period. 
 
A review of the duties will be undertaken on an annual basis. 
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Parent Liaison: 
• Provide feedback to parents/caregiver in ways that create quality partnerships and facilitate 

children’s learning opportunities 
• Communicate in timely effective ways with parents/caregivers 
• Coordinate and manage bookings for students 

 
Professional Learning Community: 

• Actively contribute to the development of a strong, collaborative, and supportive team 
environment 

• Induction of all ELC/OSHC staff. Assist with the provision of ongoing education, support, and 
guidance to other team members 

• Participate in staff development, professional learning opportunities and meetings 
 

Administration: 
• Complete incident reports on all accidents for students and assist with the corrective action 

process 
• Prepare, monitor, and review an annual budget for the service 
• Collaborate with the Head of Junior Campus to refine and further develop educational 

programs and opportunities 
• Regularly communicate service operations to the Head of Junior Campus 
• Participate in the recruitment of ELC and OSHC staff consistent with St George College’s values 

 
Standards: 

• Advocate for and protect the rights of children and young people 
• Contribute to the maintenance of a work and learning environment that is respectful, safe, 

and supportive of students, staff and whole school community 
• Engage in collaborative practice to provide comprehensive Out of School Hours Care 
• Attend periodic mandatory training updates including, but not limited to, Mandatory 

Notification training, First Aid training, CPR training 
 

Any other tasks as may be requested by the Principal/Head of Junior Campus 
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KEY RELATIONSHIPS 
 

Internal: 
• Head of Junior Campus (Line Management) 
• College Leadership Team 
• General and Teaching Staff 

External: 
• Parents and Caregivers 
• Students 
• Education Standards Board 
• ACECQA 
• External suppliers such as Food, Stationery and equipment 
• AISSA 

TERMS AND CONDITIONS OF EMPLOYMENT 

• This is a 12 month contract with potential for permanent position 
• Annual leave will be taken when the service is closed during the Christmas and New Year period 

and by negotiation. 
• Attendance at out of hours meetings, training, and service functions may be required 

 

Compliance: 
• Management and Leadership of staff 
• Ensure accountability, legal compliance, and duty of care to children 
• Embed National Quality Framework Standards 
• Develop, implement, and evaluate daily routines 
• Maintain accurate records relating to children’s Medical, Health and Safety, Attendance and 

Behaviour, whilst ensuring confidentiality is maintained 
• Facilitate a Quality Improvement Plan for the service each year 
• Ensure that the service attains and maintains quality assurance and accreditation 
• Monitor, review and evaluate the service alongside the Quality Improvement Plan (QIP) 
• Train and develop staff in accordance with the National Quality Framework Standards 
• Manage health management plans for students with medical needs (e.g.: diabetes, seizures, food 

allergies, asthma etc) 
• Supervise food menu, purchase, and preparation 
• Ensure timely preparation of staff time sheets 
• Submit centre details and reports as required 
• Be familiar with the School’s Child Protection Policy and mandatory reporting requirements 
• Comply with all St George College policies and procedures 

 
Learning and Teaching: 

• Implement a quality learning and teaching program which promotes wellbeing and caters for the 
needs of individuals and groups of children in a respectful, supportive, equitable and inclusive 
manner 

• Create a calm, positive, organised, stimulating, and safe learning environment 
• Ensure an atmosphere of mutual respect among children and educators 
• Provide opportunities for children to develop self-discipline, self-direction, and a sense of 

responsibility to others 
• Record observations and anecdotal notes of children for the purposes of informing the educational 

program and personalise student learning 
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Person Specification 

 
Skills/Knowledge/ Experience 

• Demonstrated passion for the pursuit of 21st Century learning opportunities 
• Demonstrated interest in inquiry-based learning 
• Demonstrated ability to model and teach appropriate behaviours and provide proactive support 

for children as they learn these 
• Demonstrated ability to establish and maintain an effective learning environment 
• Demonstrated ability to deliver a dynamic and child centred program 
• Exceptional interpersonal skills including the ability to relate to children of different ages and their 

families 
• Effective understanding of children’s social/emotional needs and the ability to cater for their 

wellbeing 
• Effective knowledge and application of the NQF standards, QIP and QIK Kids software 
• Demonstrated ability to provide attention to detail 
• Demonstrated ability to lead with integrity at all times 
• Good knowledge of child health and safety including safe environments, nutritional requirements, 

infectious diseases and infection control 
• Willingness to be observed, accept feedback, and seek direction 
• Effective high level interpersonal, verbal, written and communication skills 
• Effective time management skills 
• Ability to demonstrate respect at all times and maintain confidentiality 
• Well-developed observation skills 
• Willingness to uphold and demonstrate St George College values, policies, and procedures 
• Demonstrated ability to use initiative 
• Effective consultative, mentoring, coaching and supervisory skills 
• Demonstrated ability to work collaboratively as a member of a professional learning community 
• Ability to promote a model of shared leadership within the staff team 
• Demonstrated competency in Basic Life Support 
• Organised and flexible, with the ability to prioritise workloads, manage multiple tasks and be 

proactive 
 
Desirable Experience 

• Led another ELC/OSHC service 
• ELC 3-4 year old teaching experience 
• Experience and / or training in administration and management 
• Experience with ELC systems (Xplor, MyXplor Dashboard) 

 
Essential Qualifications 

• Appropriate Early Childhood qualifications to work with ELC 3-4 year old children as recognised by 
ACECQA 

• Current Child Safe Environments or Responding to Abuse & Neglect (Education Care) Certificate 
• Current ACECQA approved First Aid certificate 
• Current ACECQA approved anaphylaxis management certificate 
• Current ACECQA approved asthma management certificate 
• Current DCSI clearance as per the current statutory requirements 

Professional Growth and Performance 
 

Develop in conjunction with the Head of Junior Campus, a Professional Growth Plan to review strengths, 
development areas and an action plan. 
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