
St Mary’s Catholic Primary School, Donnybrook 
 

 
 

Administra9on Officer 2025 
 
St Mary's Primary School, Donnybrook, is seeking a highly mo8vated Administra8on Officer (AO) to join our 
enthusias8c staff.  
  
The role of AO is a key member of the Finance and Administra8on team, and is directly responsible to the 
team leader and principal. 
  
The AO is responsible for the efficient and effec8ve opera8on of the school administra8on and involves 
student services and query management. 
  
St Mary’s is seeking a focused and organised individual with a posi8ve aKtude.  Experience in customer- 
facing administra8on is essen8al. Effec8ve 8me management and communica8on is also key for this role, 
alongside excellent customer service and administra8on skills. 
  
St Mary’s provides a quality Catholic Educa8on that focuses on the development of the whole child in an 
environment where Chris8an ideals are witnessed, lived and valued. There are currently 130 students 
enrolled in the school. The school is a family-focused community where each person is valued and respected 
in a safe and caring environment. The school has recently implemented the RULER approach to the teaching 
of social and emo8onal learning and believes that developing students’ skills in beVer understanding their 
emo8ons is going to be essen8al for their learning and con8nued growth into the future. Our philosophy is 
based on the premise that all children can learn when their needs are met.  Our teaching, programming and 
assessment prac8ces reflect this understanding.  The Mercy values of forgiveness, courage, service, jus8ce, 
compassion, respect, determina8on and excellence are brought to life in the school through the Making 
Jesus Real framework. The staff are highly qualified and dedicated, they are commiVed to the pursuit of 
knowledge for themselves and for their students, and they respond to their responsibili8es in a very 
professional manner. 
 
Posi&on Details 
 
Two days per week term-8me only commencing week beginning Monday 28 April 2025 (FTE 0.38). 
 
This is a fixed term contract, to cover a leave request, concluding December 31 December 2025. 
 
Posi8on is classified at level 3 Administra8on and Technical Officer: CEWA SALARY SCHEDULES  
 
Responsibili&es and Du&es 
 
• Provide efficient and friendly customer service at recep8on, including answering queries in person, via 

email and on the telephone, and processing payments. 
• Triage and direct queries to the appropriate school team member. 
• Greet and manage the sign in and out of relief staff, visitors, contractors and volunteers. 

https://aus01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.cewa.edu.au%2Fpublication%2Fsalary-schedules%2F&data=05%7C02%7CAndrew.Gammon%40cewa.edu.au%7C12331e02fa6049f679a808dd5aec1b36%7Cc5852f2336334f29b38651da53e35e23%7C0%7C0%7C638766692333940483%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=%2BQm6imt0KuGLV%2FMUvDbloVbnI5za%2FOwmH2eF%2BsDbmD8%3D&reserved=0


• Manage student aVendance, including maintaining records, data entry, and liaising with parents, 
teachers and the Leadership Team as necessary for absentees and absences. 

• Assist with the accurate and 8mely collec8on and upda8ng of student and family informa8on on school 
databases and filing systems. 

• Send out correspondence as directed. 
• Manage student illnesses and injuries, including administering first aid and maintaining first aid kits. 
• Coordinate and distribute incoming mail. 
• Assist with the distribu8on lunch orders. 
• Prepare data and informa8on for repor8ng and census requirements, as required. 
• Monitor room bookings and oversee external providers. 
• Manage lost property etc. 
• Provide general administra8on support for school events, ac8vi8es and ini8a8ves, as directed. 
• Work collabora8vely with staff, students and the community to promote the school. 
• Provide administra8ve support and guidance to other team members to achieve team goals. 
• Iden8fy opportuni8es for growth and areas for con8nuous improvement. 
• Ensure professional and posi8ve representa8on of the school. 

 
Responsibili8es will include any other du8es as required by the Principal, Leadership Team, or Finance and 
Administra8on team leader.  Key areas and responsibili8es of this posi8on are subject to change with the 
ongoing development of the role. 
 
Selec&on Criteria 
 
• Be a prac8sing Catholic and/or fully suppor8ve of the objec8ves and ethos of Catholic Educa8on 
• Intermediate proficiency with Microsof 365, including Outlook and Teams. 
• Excellent communica8on skills – both wriVen and verbal. 
• Ability to provide excellent customer service and develop posi8ve rela8onships with students, staff 

and parents. 
• Demonstrated organisa8onal skills and effec8ve 8me management. 
• Strong aVen8on to detail. 
• Accurate data entry skills. 
• Ability to work autonomously and in a busy team. 
• Sound knowledge of, or ability to understand and monitor, official repor8ng requirements 

rela8ng to students. 
• Experience in basic payment processing. 
• Be willing to contribute to an emo8ons maVer schooling climate. 
• Have a sense of humour. 

 
Qualifica&ons 
 
Essen8al 

• Previous experience in administra8on and finance. 
• First Aid Cer8ficate (or willing to achieve). 

 
Desirable 

• Cer8ficate or equivalent experience in administra8on,  
• Experience within Catholic Educa8on WA Ltd or educa8on sector. 

  
Applicants are to email current CV and a cover leVer of no more than two pages, outlining their experience 
in rela8on to the criteria to the Principal, Andrew Gammon (Andrew.gammon@cewa.edu.au).   

mailto:Andrew.gammon@cewa.edu.au


 
In applying for this position you will be providing personal information to the School. This information will 
be used in order to assess your application for employment. 
 
Catholic Educa8on Western Australia encourages applica8ons from Aboriginal and Torres Strait Islander 
people, people with a disability, people of all ages and people from culturally diverse backgrounds. To be 
eligible to apply for this role you must be legally permiVed to work in Australia. 
 
Applicants must be fully suppor8ve of the objec8ves and ethos of Catholic Educa8on. 
 
On appointment, the successful applicant will require a Working with Children Check. Applica8on forms are 
available at certain Australia Post Outlets throughout the State. A list of par8cipa8ng Australia Post outlets 
can be found on the Australia Post website . An applica8on for a WWC must be made in person. 
 
The successful applicant will also need to complete a Department of Educa8on Na8onally Coordinated 
Criminal History Check found HERE, and complete training in Work Health and Safety and Mandatory 
Repor8ng. 
 
For further information, please contact the office on 97324700.  Applications close Friday 14th March 2025. 
  
Thank you  

  
 Andrew Gammon  
 

http://auspost.com.au/pol/app/locate
https://www.education.wa.edu.au/ncchc

