
 

 

 

 

 
 

ACADEMIC ADMINISTRATOR 
 

 

ABOUT PRESHIL REPORTS TO: Principal  

Preshil is a coeducational, secular and private school in Melbourne. Founded in 1931, it is not only 
Australia’s oldest progressive school, but was influential in the development of progressive pedagogy at 
the local, national and international levels, focusing on the education of each individual child and the 
social relationships which support their development as critical and creative thinkers. Led for 50 years by 
Principal Margaret Lyttle (AM) until her retirement in 1994, and prior to that by her Aunt Margaret Greta 
Lyttle to whom the school is dedicated. 

While the School has expanded over the years, most notably with the establishment of the secondary 
school in the early 1970’s, Preshil remains deliberately small. It welcomes children from three years of 
age into the Kindergarten through to the completion of their secondary schooling at Year 12, across its 
Arlington and Blackhall Kalimna campuses in the inner-Melbourne suburb of Kew. Celebrating its 90th 
birthday in 2021, to this day it remains true to the practices established by its two founding principals – 
engaging with each child as an individual, and building personal responsibility, self-esteem, resilience, 
initiative, creativity and courage. The courage to question. 

 

JOB SUMMARY  

The Academic Administrator is responsible for timetabling, managing academic daily organisation and 
logistics, and ensuring the integrity of academic data. This is a full time, ongoing position with a 
commencement date to be negotiated. 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES  

Administration and Logistics  

 Supporting all administration of the International Baccalaureate Diploma Programme, including 
the submission of external assessments and inclusive access  

 Supporting the teaching staff by completing administrative tasks through Learning Management 
Systems and Student Management Systems 

 Managing academic daily organisation, including allocation of extras and coordination of casual 
relief teaching staff (shared responsibility), and room changes 

 Supporting onboarding of new families to the relevant data platforms  

 Supporting onboarding of new staff including accessing timetables, student data, learning 
management systems etc 

 Scheduling parent teacher and student led conferences 

 Overseeing the administration, organisation, scheduling, supervision and smooth running of all  
Year 10 – 12 examinations and all other external assessments, including NAPLAN, the GAT and 
VASS administration  

 Completing bookings, registrations and organisation for staff professional learning 

 Liaising with staff, students and parents to deal with relevant queries  

 

 



Timetabling  

 Managing timetables, and changes to these, across kindergarten, primary and secondary  

 Developing timetables and schedules for specific events as directed by Heads of Campus 

 Rolling over Semester Timetables and making student subject changes as required  

 
Data Management  

 Ensuring the integrity of academic data  

 Entering data for external assessments  

 Extracting all relevant data from the School student and learning management systems as 
requested by the Heads of Campus, Business Manager or Principal  

 Reporting Student Data to Government Agencies within required timeframes 

 
Working Relationships  

 Member of the administration team  

 Reports to Principal  

 Responsible to the Business Manager, Heads of Campus and ultimately the Principal 

 
DESIRED EXPERTISE & EXPERIENCE   

 Proven success as an administrator responsible for database management   

 Relevant education in the field  

 Flexibility and creativity in a fast-moving office environment  

 Demonstrated success in managing multiple platforms with shifting priorities and competing 
deadlines   

 Ability to develop, monitor and adhere to schedules 

 Exceptional data skills  

 Exceptional attention to detail 

 Excellent interpersonal skills   

 An understanding of the value of diversity within a school   

 Cultural competency   

The Academic Administrator will take on other duties as may be assigned by the Principal. The 
incumbent must be willing to work in an environment in which the students are the priority. They must 
be willing to be an active member of the school community, and be open to the possibility of the 
unexpected pleasure of children taking part in their days. 

 

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 
Safeguarding Children in Schools Code of Conduct. You can also 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 

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


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. 
 

Applications 

Send your application in one complete file to Kate Bowers, HR Coordinator, at recruitment@preshil.vic.edu.au  
Information to be included when applying for this position: 

 A covering letter 

 A current resume/curriculum vitae with details of education/training and employment history 

 Names, titles and contact details of three professional referees 

 

Applicants must be eligible to work in Australia and hold current Working with Children Card  

Applications close Thursday 25 November at 12pm 
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