
The Armidale School
Human Resources Administration Officer

Role Description

The Armidale School

The Armidale School (‘TAS’) is a co-educational Anglican boarding and day school
with a Junior School (Transition to Year 5), and Middle School (Year 6-8) and Senior
School (Year 9-12). The School has an enrolment of approximately 630 students,
including over 200 boarders.

TAS values and actively pursues individual academic performance and effort, but a
TAS education is a comprehensive one, presenting every student with the
experiences that create character and resilience, promote creativity, initiative and
leadership and prepare them for life. We are proud of our history and traditions and
membership of the GPS, yet at the same time we are liberal and progressive.

TAS staff are intrinsically involved in all aspects of the co-curricular program,
allowing them to build greater understanding and rapport with each student.

Role Statement

TAS is seeking to appoint a part time, fixed term Human Resources Administration
Officer, commencing 19 July 2021 and concluding Friday, 17 December 2021. This
will be for two days per week (by negotiation).

Position Overview

The Human Resources Administration Officer will report directly to the Business
Manager, however this role will have a close working relationship with a number of
the School Executive, including the Head of School and Director of Boarding.

This role plays a pivotal part in the smooth transition of new staff into the School,
ensuring day to day compliance for all staff with regard to Working with Children and
Child Protection legislation,  and overseeing offboarding for those staff leaving the
School.

This Position Description is a guide only and is not intended to be an exhaustive or
exclusive list of the duties of this Position.



Key Result Areas:

1) Responsibility for staff data management
● The Human Resources Administration Officer is responsible for

‘onboarding’ new staff, including data entry, contract and position
description drafting and administration, allocation of onboarding and
offboarding tasks and other administrative duties including oversight
of Working with Children’s Checks and their validity.

2) Maintaining Registers
● The Human Resources Administration Officer has the responsibility of

updating key compliance registers when required, including
Responsible Person’s Registers from the Board and oversight of the
Staff Learning System.

● Maintenance of Working With Children Check records
● Additionally, this role has oversight of recording the Incident and

Injury Register and following up with key stakeholders as required.

3) Workers Compensation
● The Human Resources Administration Officer will have oversight of

the School’s Workers Compensation program, and will act as the
Return to Work contact for any staff requiring this.

Other responsibilities as required by the Head of School or the Business Manager
from time to time.

Experience, Qualifications and Personal Attributes Required

● Qualifications or relevant experience in an appropriate discipline focusing
on law or human resources.

● A strong attention to detail.
● Excellent administration skills, with experience in electronic filing.
● Up-to-date knowledge of relevant human resources compliance

requirements and regulations is highly desirable.
● Strong technological ability, with confidence in using online platforms.
● Exceptional written and verbal communication skills to support a range of

interactions with a diverse range of internal and external stakeholders.
● Excellent written communication skills with the proven ability to

correspond with a number of stakeholders in a professional manner.
● Being committed to the Anglican values and ethos of the School.
● Documentation with a high level of accuracy and attention to detail.
● Excellent organisational and time management skills, with the ability to

work under pressure, deal with multiple priorities and meet deadlines in a
flexible, proactive and responsive manner.



● An extremely high regard for confidentiality, reliability and integrity in
respect to all interactions with members of staff and the wider community.

Child Protection

The Armidale School is fully committed to the protection of children and young
people during all School activities and environments both within and outside of
school hours.

It is expected that all staff will:
● Be aware of, understand and comply with the principles of the Child

Protection and Mandatory Reporting requirements at all times;
● Ensure adherence to the School’s Child Protection Policies and

demonstration of behaviours in accordance with these;
● Undertake regular training and professional development in Child

Protection;
● Respond according to the School’s policies and procedures when

interacting with children, taking all allegations and concerns very
seriously;

● Be committed to providing a safe environment for all children, promoting
physical, emotional and cultural safety.

Employment with The Armidale School is subject to school policies including, but not
limited to:

1. The School Child Protection Policies (including Mandatory
reporting and Working with Children’s Checks Policy)

2. Staff Code of Conduct

Reporting Relationships
This position reports to the Business Manager.

Key relationships:
The Human Resources Administration Officer will work closely with a number of key
stakeholders, but in particular with the Head of School, the Business Manager, the
Payroll Manager, the Director of Co-Curricular and the Director of Boarding.


