
 
 

  
Reports to: Head of Campus  

Preshil is a small, secular and progressive co-educational school for ages 3 and 4 through to 
Year 12. The children take an active role in their education and develop responsibility for 
their actions and ultimately their futures. Preshil is about “fitting the school to the child”, 
allowing them to find their voice and explore their own passions. The school’s website is a 
valuable source of information in coming to an understanding of Preshil. 

The school philosophy is inspired by the work of Margaret J R Lyttle and builds continually 
on her work and the work of her niece, Margaret E Lyttle and the ideas of other educational 
theorists relevant to progressive education in 21st century Australia.  

We are seeking a vibrant, passionate and experienced teacher with at least five years 
teaching experience in education support, to join our team and our work to create 
outstanding programs for every student.  

Preshil is an authorized International Baccalaureate Diploma Programme (DP), Middle Years 
Programme (MYP) and Primary Years Programme (PYP).  

 
Major Areas of Responsibility and Duties 

The Education Support Coordinator will work collaboratively with the Wellbeing Coordinator 
in implementing appropriate and relevant individual education programs and plans. The 
Coordinator will work with the Wellbeing Coordinator and with classroom teachers in 
supporting children experiencing difficulty in learning, providing access to the curriculum by 
supporting their classroom learning. 
 
The Education Support Coordinator will work with classroom teachers to develop within 
students, strategies and skills necessary to foster learning, independence and confidence, to 
facilitate ongoing progress and the attainment of optimal educational outcomes. 
 
The responsibilities of the position are to be performed in accordance with the provisions of 
the school’s EA and relevant policies. 
 
Responsibilities 

 Coordinate and oversee the Education Support program within the school 

 Promote an inclusive educational environment that provides additional support for 
individual students and their learning needs 

 Collaborate with Heads of Campus, Coordinators, teachers and specialists to provide 
education support for students with identified learning difficulties 

 Ensure compliance with regulatory authorities 

 Develop positive working partnerships with students, parents and staff to support and 
improve students’ learning 

EDUCATION SUPPORT COORDINATOR 



 Carry out diagnostic testing in order to design appropriate learning strategies for 
students in consultation with appropriate staff 

 Liaise with external agencies (e.g. Speech Therapists, Occupational Therapists) to 
identify students’ educational, social, linguistic, cultural and emotional needs 

 Consult with teachers regarding IEPs (Individual Education Programs) for each student 
identified through the full school-based referral process as requiring support 

 Collaborate with teachers to empower them in the planning and delivery of effective 
teaching and learning programs for identified students 

 Monitor and evaluate the effectiveness of the IEP and review IEPs on a regular basis (at 
least once per term) 

 Provide support to enable students with learning needs to access the curriculum and 
complete assessment tasks 

 Provide support to students in the development of time management and study skills 
strategies  

 Facilitate modifications and adaptions to the regular curriculum and/or learning 
environment in collaboration with classroom teachers 

 Implement strategies to enhance students’ social, interpersonal and communication skills 

 Maintain accurate, confidential records in accordance with legal requirements and 
School policy of student achievement and progress, and provide regular communication 
and reports to teachers and parents 

 Support the development and maintenance of the school’s policies and procedures, 
particularly in relation to students with specific educational needs 

 Complete funding applications for students identified with special needs and other 
relevant compliance documentation  

 Display a thorough understanding of, and collect relevant data for, NCCD 

 Review the budget for the Education Support department, and allocate spending 
according to the prioritised needs, within the annual budgetary constraints. This is done 
in consultation with the Business Manager 

 
Partnership with Parents 

 Actively foster partnerships in learning between parents and the School 

 Ensure regular and effective communication between teachers and parents regarding 
student learning and growth, both positive as well as areas that may require 
improvement 

 

 
Professional 

 Attend briefings, staff meetings, strategy sessions and professional development 
sessions for all members of the teaching staff as required 

 Keep abreast of current educational theory, promoting practices based on sound 
educational research 

 Cooperate with other staff to develop and maintain a culture of high professional 
standards and mutual support 

 
 



Qualifications 

 At least five years teaching experience in education support 
 
 
Knowledge, experience, skills and personal characteristics 

An understanding of progressive education and a commitment to the values and teaching 
philosophy at Preshil. 

 Possess strong oral and written communication skills 

 Work independently and as part of a team 

 Demonstrate strong work ethic to achieve professional goals 

 Thorough operational knowledge of IT, and web-related technologies 

 A knowledge of the IB programs and willingness to engage in the implementation of 
these programs at the School 

 A respect for, and willingness to assist, students in developing their individual learning 
capacity 

 Skills to motivate, inspire and manage a diverse group of students 
 
 

Ensuring the Safety of Children and Young People 

Our organisation takes child protection seriously, and as an employee or volunteer of Preshil 
The Margaret Lyttle Memorial School, you are required to meet the behaviour standards 
outlined in our Preshil Code of Conduct. You can access a copy of these guidelines via the 
Preshil website http://www.preshil.vic.edu.au/why-preshil/policies/ 
 
Therefore as a part of your duties and responsibilities, you are also required to: 

● Provide a welcoming and safe environment for children and young people 
● Promote the safety and wellbeing of children and young people to whom we provide 

services  
● Ensure that your interactions with children and young people are positive and safe  
● Provide adequate care and supervision of children and young people in your charge 
● Act as a positive role model for children and young people 
● Report any suspicions, concerns, allegations or disclosures of alleged abuse to 

management 
● Maintain valid ‘working with children’ documentation 
● Undergo periodic ‘national criminal history record’ checks 
● Report to management any criminal charges or convictions you receive during the 

course of your employment/volunteering that may indicate a possible risk to children and 
young people. 

 

Conditions of Employment 

The successful applicant will be subject to a Working With Children Check and Criminal 
History Records Check where applicable.  

Our organisation undertakes several screening processes to ensure the appropriate 
protection of children in its care. This includes reference checks, identity check, qualification 
checks and professional registration checks. 

http://www.preshil.vic.edu.au/why-preshil/policies/

