
 

 
English Area Learning Support Officer  

 
(12 month position at 0.92 FTE) 

 
 
 

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 and Values 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. 
 

Overview 

The primary objective of the English Area Learning Support Officer is to collaborate and work with 
English teaching staff by supporting them to enhance the learning outcomes of students in the English 
Area. Strong communication skills along with knowledge and understanding of developing curriculum 
for students with diverse and complex needs, with an emphasis on literacy and contemporary learning 
practices, is essential.  An enthusiasm for literature and associated enrichment activities, and experience 
with professional collaborative practices and communicating with parents, will be highly valued. 
 
The English Area Learning Support Officer (LSO) will have access to confidential and sensitive information 
regarding students’ personal and educational background, and therefore the ability to be discrete and 
maintain confidentiality is extremely important.  Consequently, English Area LSO is required to be familiar 
with and support the school’s Child Safety policies. 
 
The English Area Learning Support Officer will work with English teachers in the Learning Area, and be 
assigned to classes with a range of students with disabilities/additional needs.  This enables the subject 
teacher to adjust his/her teaching strategies so that all the students in the class, including the students 
with disability who are monitored under the NCCD, can have opportunities to achieve their learning 
goals. 
  



 
Specific Duties 

• under the guidance of the Learning Leader, Learning Diversity and the Learning Leader, English, 

work proactively with the English course convenors and English teachers to plan learning 

activities and strategies to meet the individual needs of students 

• support the teacher in using a variety of teaching strategies to cater for diversity.  Help with 

differentiation of class work, tests and assignments, and support the teacher with the drafting of 

Individual Curriculum Plans (ICP) for students on Adjusted Programs in English 

• conduct learning activities and supervision of students with disabilities, impairments or learning 

difficulties in the classroom, and across a range of activities in the English Learning Area, in order 

to maximise participation within the mainstream curriculum, promote inclusion, support 

achievement and monitor progress 

• provide appropriate support for students with sensory, health, intellectual or social/emotional 

impairments, ensuring all students have access to a safe learning environment (including group 

work and classroom activities) 

• assist with the basic emotional and physical care of students with special needs, as well as 

academically, to encourage students to develop a sense of responsibility towards their own 

education 

• assist students in their understanding and use of information, provide experiences of success, 

build the students' confidence in their skills and encourage independence in students' learning 

• collaborate with teachers in the monitoring and evaluation of individual students, including 

providing reports on student progress to the Learning Area leaders, feedback to parents, note 

taking in the Learning Area (OneNote), reports to the Program Support Group meetings (PSGs), 

and additional information on the Personalised Learning Profiles (PLPs) 

• attend a range of meetings including, the English Learning Area Meetings and the Convenors’ 

meetings,  the weekly Learning Support Officer meetings and morning briefings, and College 

Staff Meetings, and be involved in the discussion, planning and coordination of Learning Area 

activities/events 

• work respectfully with students, encouraging them to reflect on their personal learning 

experiences. 

• attend off-campus school events such as excursions, camps, special programs, and activity days 

where students with additional needs are involved, to provide active support which will help 

maximise student participation and learning 

• assist the convenors by overseeing the administration and the smooth organisation of exam 

preparation as they relate to students on Adjusted Programs, and those with Special Provisions, 

including finding additional resources and liaising with Learning Diversity teachers and the 

Speech Pathologist, and printing out the examination papers as required  

• support the Transition for incoming Year 7 students 

• contribute to a positive family-school partnership through professional feedback to the Programs 

Support Group (PSG) meetings each term 

• contribute to collection of data on students with disability for the annual NCCD with the English 

and Learning Diversity Areas, supporting teachers with their recording of data on these students 



• use work practices that meet legislative requirements related to working with students with 

disabilities; and use accurate and non-discriminatory language when working with students with 

disabilities 

• model inclusivity with understanding of others with diverse backgrounds 

• Other duties as required. 
 
 
 
To be successful in the role you will have: 
 

• Relevant work experience, and tertiary background in Education, or an Allied Health area such as 

Speech Pathology (alternatively a minimum requirement is the Cert IV Education/Support) 

• An understanding of the Victorian Curriculum, and the ability to implement a range of 

contemporary learning support strategies in the secondary English classroom 

• A keen interest in English texts, reading, writing and speaking skills, and an interest in assisting 

the teachers with the planning of a range of English events and competitions 

• The ability to use innovative digital technologies, including digital English texts in the classroom 

to enhance student learning 

• Experience using the student performance data, to help teachers map out the learning goals for 

students with additional needs 

• Demonstrated high level written and verbal communication skills, and high level interpersonal 

skills including a capacity to develop constructive relationships with students, staff and parents 

• Commitment to the Carmelite mission and vision, the Catholic ethos of our college, the Learning 

at Whitefriars Framework, and to the Safety and Wellbeing of children 

• A valid Working with Children Check and a current First Aid Certificate Level 2 
 
  



 

 

 

 
 
   
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 two pages on your ability and experience that will enable you to 

undertake various aspects of the role 
 

• An up to date Curriculum Vitae 
 

• The names and contact details of three relevant referees. 
 
 
 
Applications should be addressed to: 
 
Mr Anthony Kirley 
Principal of Whitefriars College 
 
and emailed to employment@whitefriars.vic.edu.au no later than 4pm on Monday 12 November 2018. 
 
Any enquiries about the role should be directed, in the first instance, to Ms Gabrielle Dalton, Executive 
Assistant to the Principal on 9872 8200. 
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