Director/Nominated Supervisor

Catholic Early Learning Centre (Pre School),

Glenwood – Stanhope Gardens

The Catholic Early Learning Centre (Pre School) Director works within the Catholic Early Learning Centre at Blessed John XXIII Parish.  

Catholic Early Learning Centres deliver preschool services in accordance with the required care and educational programs on an inclusive basis to teach, facilitate and guide young people’s learning based on Christian values in the Catholic tradition in a multi-denominational pre-school setting.  CELCs work with key Catholic Education Office staff to ensure efficient operation of the preschool facility and to maintain ongoing registration of the preschool.

Essential Criteria:

· Support of Catholic ethos with a strong commitment to the Catholic faith 
· Knowledge of current early childhood research, theory and practice;
· Demonstrated ability to lead CELC staff with programming based on    principles of The Early Years Learning Framework including:  Being, Belonging and Becoming and the pedagogical intentions of the Reggio Emilia approach.

· Strong commitment to the provision of quality child care services;

· Demonstrated ability to teach and nurture in a way that reflects an understanding of contemporary learning research and theory 

· Experience and demonstrated skills in coordinating, implementing and leading quality child care programs for children aged 3 to 5 years;

· Demonstrated ability to effectively lead, manage, develop and motivate staff;

· Effective communication, report writing, problem solving and organisational skills;

· Skills in child care administration and operational systems;

· Computer literacy, including the Microsoft Office suite (Outlook; Word; Excel) and child care management software applications such as HubWorks!

· Experience in budget preparation and the financial management of a preschool;

· Knowledge of  National and State Codes of Practice and standards affecting services, including the new National Quality Framework, for children aged 3 to 5 years;

· Sound knowledge of NSW Curriculum Framework and the national Early Years Learning Framework for early childhood; 

· Good understanding of DEC regulations and licensing requirements, and the Early Childhood Australia Code of Ethics;

· Understanding of the issues related to disadvantaged families
· Sound knowledge of OH&S in a preschool environment;

· Four year degree in Early Childhood Education;

· Current Senior First Aid Certificate and current class C driver licence.

Salary and Conditions: 

Salary and conditions will be in accordance with the relevant Award.  

Referees

Applicants must provide names of three (3) referees, one of whom must be a recent employer, from whom confidential reports may be obtained.

Applications: 

Written applications, including a comprehensive Curriculum Vitae addressing the criteria, are to be sent to the Human Resources Officer, Personnel, Catholic Education Office, Diocese of Parramatta, Locked Bag 4, North Parramatta NSW 1750 or by email to appointments@parra.catholic.edu.au by:  2nd August, 2012
INFORMATION FOR APPLICANTS

The Catholic Education Office (CEO) Diocese of Parramatta invites appropriately qualified and experienced applicants who are committed to the ethos of Catholic Schools to apply for advertised positions. 

The CEO is committed to the principles of merit selection i.e. selecting the best person for the job and to the core values of the system vision statement, ‘to be open, inclusive and just’.

To assist in selecting the right person based on skills, knowledge and experience, it is important that your application provides all relevant details.  Please consider the following information when preparing your application. 

Please note: this information is to be read in conjunction with specific documents that apply to every advertised position. They can be found on our website www.parra.catholic.edu.au or by calling the contact person named in the advertisement.

PREPARING YOUR APPLICATION 

A selection committee decides who is to be interviewed based on the information that you present in your application.

It is very important that your application is clear and concise, and indicates how your knowledge, skills, experience and relevant work history (paid or unpaid) support your application.

So when applying for a position always include:

1. a completed application form, 

2. a brief resume detailing your employment history, education and qualifications, and


3. details of how you meet the individual essential and desirable criteria as stated in the “Position Criteria” document. For example:

Essential Criteria:


Demonstrated ability to deal with staff at all levels of the organisation.

Response:

In my current role, I not only deal with peers providing policy and procedural advice, I also provide financial information and advice to senior staff within my Division, including the General Manager and Director.

LODGING YOUR APPLICATION 

The advertisement will state where to forward your written or electronic application, and the date by which it is to be received. 

Your application will be acknowledged in writing as soon as it is received.

SHORTLISTING 

Approximately one week after the closing date a selection panel of a least three members will shortlist the applications, inviting for interview the applicants who best meet all the selection criteria. 

Applicants who aren’t invited for interview will receive a letter notifying them that they are unsuccessful.  

INTERVIEW

If you are being invited for interview you will receive a phone call advising you of the time and location. Interview questions are based on the selection criteria and the key accountabilities so be prepared to give examples of your work experience, skills and knowledge, and how these relate to the position you are applying for. 

REFEREES 

After the interviews are conducted referees will be contacted on the applicant(s) the panel deems most meritorious, so include at least three work referees – ideally from your current employer or supervisor, or the most recent ones.

DECISION 

Following the referee checks the selection panel will make a final recommendation on whom to appoint based on the merit of the written application, the performance at interview and the referees’ comments. This is forwarded to the Executive Director of Schools for approval. 

Once approved, the successful applicant will be telephoned and a verbal offer made, with a written Letter of Appointment to follow. Unsuccessful applicants are notified by mail. 

CHILD PROTECTION 

Successful applicant(s) will be subject to the requirements of current NSW child  protection legislation.  For further information on the legislation contact the Commission for Children and Young People on 9286 7276 or visit their website www.kids.nsw.gov.au  Specific Parramatta Catholic Education requirements  will be advised at interview.

