
 

 

 

 

Communications Officer 
 
 
Whitefriars College, a Catholic school in the Carmelite spirit and tradition, is a faith community 
wherein all members, and especially students, 'Gradually learn to open themselves to life as it is, and 
to create in themselves a definite attitude to life as it should be.' (The Catholic School, n31) The words 
of Jesus, 'I have come that you may have life and have it to the full.' (John 10:10) and ‘As the Father has 
loved me, so I have loved you.’ (John 15:9) provide the basis for all that we do.  

This role description is written in light of the Mission Statement of the College, whereby the 
College ‘reflects the tradition of the Carmelites who actively seek to live in God’s presence by walking in 
the way of Jesus Christ’, ‘aims to empower young men to live with integrity through experiences of 
community and prayer and a sensitivity to justice’ and ‘assists them to take their place in society as 
valued individuals, alive with the wisdom of the Gospel.’  

Whitefriars College is a Child Safe School. 

Whitefriars College provides employees, volunteers and clergy with regular and appropriate 
opportunities to develop their knowledge of, openness to and ability to address child safety 
matters. This includes induction, ongoing training and professional learning to ensure that 
everyone understands and is compliant in their professional and legal obligations and 
responsibilities, and the procedures for reporting suspicion of child abuse and neglect.  

Position Description 

The Communications Officer will primarily provide communications across a range of internal and 
external communications and publications. This Communications Officer will be a strong 
communicator with the ability to deliver messages across a range of channels. This position works 
as part of the Development and Enrolment Team. 

  



 

Key Responsibilities 

Publications 

• Produce and distribute the Newsletter In Fide (fortnightly) 
• Produce and distribute in conjuction with the Director of Development and Enrolment the 

Whitefriar Magazine (biannually) 
• Produce and distribute the Yearbook (annually) 
• Assistant with the production of the Annual Report (annually) 

Website  

• Maintain website content inclusive of writing text, uploading video content and current 
photographs 

• Continued monitoring of website to ensure it is up to date, innovative and ahead of 
competitors 

• Work closely with the Director of Development and Enrolment to ensure website meets 
compliance and ease of use for current, prospective families, staff and Old Collegians 

• Identify opportunities and implement improvements. 

Communications 

• Social media management of the College channels on Facebook, Twitter and LinkedIn 
• Promote College activities and events through the appropriate channels 
• Develop, execute and target specific Facebook Campaigns 
• Execute eDM campaigns 
• Develop relationships with journalists and actively seek opportunities to promote the 

College in all media 
• Explore use of existing software platforms and/or explore new software solutions to 

enhance communications to parents in conjunction with the Development and Enrolment 
Team 

• Support the Development and Enrolments Team with general communication tasks as 
required 

Photography 

• Ensure all College events and College life throughout the year are photographically 
recorded and electronically archived  

• Update website with images as they occur. 

Other Duties 

• Utilise analytic technologies to report on trends, help drive strategies and increase 
visitations to website and social media 

• Monitor and report on competitor activities 
• Perform other duties as required by the Principal, in consultation with the Director of 

Development and Enrolment, consistent with the broad emphasis of the position. 



Personal Requirements/Competencies 

• A qualification in either Marketing or Communications/Journalism   
• Experience and familiarity with the digital landscape inclusive of social media, 

development of an online presence, management of a website and Google Analytics 
• Presents a professional, warm, positive and welcoming presence 
• Self-motivated, proactive and able to work with minimal supervision 
• Displays empathy, enthusiasm, commitment and is highly motivated to contribute 
• Well rounded and compassionate person who can demonstrate a genuine interest in 

people 
• Operates effectively in a collaborative team environment; establishes a rapport and builds 

strong relationships 
• Ability to maintain high work standards 
• Demonstrates concern for the quality of work produced 
• Ability to adapt and operate effectively in a changing environment 
• Alignment with College Mission and Values Statements 
• Certification in Administration or relevant qualifications and experience desirable 
• Experience working in a school and with Synergetic desirable 
• Experience working with Photoshop and InDesign desirable. 

 

Certificates, Licenses, Registrations  

• It is essential that the incumbent would possess a Working with Children('s) Suitability Card. 
 

Reports to 

• Principal 
• Director of Development and Enrolment 

 

Key Contacts 

• Deputy Principals 
• Heads of House 
• Middle and Senior Years Coordinators 
• Development and Enrolment Team 
• Whitefriars Teaching staff, parents and students 

 

Conditions and Salary  

• This is a part-time (0.6), salaried position; all employment conditions are in accordance with 
the CECV work place practices. Salary will be negotiated with the successful applicant 
 

• Under normal circumstances this position attracts four weeks annual leave and would fall 
under Category A of the Award. This may be negotiable dependent upon the successful 
applicant. 

August 2017 

  



 

 

 
Application 
 
Applicants should submit: 
 

• A covering letter of no more than one page outlining why the application is being made for 
the position  

 
• A response of no more than one page on your ability and experience that will enable you to 

undertake the various aspects of the role 
 

• An up-to-date Curriculum Vitae 
 

• The names and contact details of at least three relevant referees 
 
Applications should be addressed to: 
 
 Mr Anthony Kirley 
 Principal 
 Whitefriars College 
 
and emailed to employment@whitefriars.vic.edu.au no later than 4pm, Monday 22 January 2018. 
 
Any enquiries regarding the role should be directed, in the first instance, to Natasha Alexander, 
Director of Development and Enrolment on 9872 8213. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Belong.   Believe.   Become. 

mailto:employment@whitefriars.vic.edu.au

