
 

 
 
 
 
 
 
 
Posi�on Informa�on Document 
Educa�on Support Officer (ESO) Marke�ng Officer 
 

NAME:  

POSITION TITLE: ESO – Marke�ng Officer 

STREAM: Administra�on 

GRADE: 4 

EMPLOYMENT: 2-year fixed tenure / posi�on 

HOURS PER WEEK: 37.5 hours per week (with a 30 minute unpaid lunch break) 
Monday to Friday 8.30am to 4.30pm 

WEEKS PER YEAR:  42 weeks per year  

FRACTION OF TIME: 0.87FTE 

COMMENCEMENT DATE: 29 April 2024 
 
 

Employment condi�ons in accordance with the South Australian Catholic Schools Enterprise 
Agreement 2020 (as amended or replaced) 

1. BROAD PURPOSE 

The Marke�ng Officer works collabora�vely with the Publicity Officer and the College Leadership Team 
co-ordina�ng and implemen�ng a common vision for marke�ng the College. They will create and update 
content for all pla�orms, digital, web and print; and maintain consistency in the applica�on of the 
College’s style guidelines and presence in the marketplace.  
 
The Marke�ng Officer is required to support and contribute to the Catholic Iden�ty, Mission and Vision 
of Our Lady of the Sacred Heart College. They are to be cognisant of the guiding principles of the CESA 
(Catholic Educa�on SA) Live, Learn, and Lead (LLL) Framework which outlines key capabili�es, 
knowledge, and disposi�ons that enable young people to contribute to society and enjoy meaningful 
and spiritually enriched lives. The non-teaching staff fulfil a vital role in suppor�ng the successful 
opera�ons of the College. All ESO staff are encouraged to par�cipate fully in the life of the College and 
to support ac�vi�es, events, and func�ons. 
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2. REPORTING RELATIONSHIP 

(to whom the employee reports, staff for whom the employee is responsible and other connections and working relationships in and outside 
the school) 

• Principal 
• Business Manager 

 
Working Rela�onships 

Internal External 

Principal Alumnae 

Business Manager Catholic Educa�on SA (CESA) 

OLSH College Leadership Archdiocese of Adelaide 

Publicity Officer Partner Primary schools 

Registrar Catholic Church Parishes 

Staff, Students, and Families Adver�sers, Suppliers, Printers, Publishers, Graphic Designers, Media 
and the like 

 Consultants in PR and Marke�ng 
 

3. KEY RESPONSIBILITIES 

Responsibili�es include, but are not limited to: 
Content Crea�on 

• Plan, capture, edit and develop engaging and contemporary content including videos for all 
pla�orms including digital, web and print 

• Iden�fy and act on poten�al newsworthy College ini�a�ves to share on all pla�orms including 
digital, web and print 

• Maintain and monitor the College website, social media presence upda�ng regularly and 
ensuring content is correct and up to date 

• Monitor the College’s calendar and have an awareness of annual events to plan social media 
promo�on, for example Interna�onal Women’s Day 

• Develop a social media plan to guide and champion the day-to-day management of all College 
social media channels 

• Regularly monitor community engagement on the College’s social media accounts including 
checking comments, private messages and reviews, and respond, ac�on and/or liaise with 
Leadership, as necessary. This will involve out of hours monitoring 

• Develop and implement marke�ng, social, and digital media communica�ons strategies directed 
to prospec�ve students and parents, including up-to-date social media posts, crea�ng and 
coordina�ng content and images, and targe�ng key dates such as the College’s annual Open 
Day, College tours and other as appropriate 

• Research trends in the sector, including compe�tors, and use this to inform and improve content 
crea�on 

• Write, edit, and proofread all writen and digital communica�ons. 
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Brand Management  
• Ensure College staff and suppliers strictly adhere to the Language Guide and Style Guide. 

 
Graphic Design  

• Produce: 
• Collateral – i.e. flyers, posters, brochures, promo�onal products, media 

adver�sements, s�ckers and labels, banners, signage, cer�ficates and invita�ons for 
College ac�vi�es and events 

• Enrolment Informa�on and associated templates and documents including 
prospectuses 

• Handbooks, reports, Annual Yearbook and the like 
• Liaising with Leadership or appropriate personnel to gain approval of layout, to obtain writen 

informa�on and photos as needed 
• Work with prin�ng companies for high quality prin�ng needs. 

 
Events 

• Provide support with concept planning, prepara�on, and co-ordina�on of college events as 
required 

• Assist as required with College tours, Open Days and other no�ng a number of these occur 
outside of normal business hours 

• Atend, assist and support relevant school-based events including Open Day, College tours, 
stakeholder events, alumnae reunions, significant celebra�ons etc. 

 
General 

• In collabora�on with the Publicity Officer: 
• Organise parent consent for photographs/videos etc taken for school purposes and 

other ac�vi�es adhering to appropriate guidelines 
• Manage the College’s current asset image library through the capture, collec�on, 

display, and storage of photographic records 
• Book and coordinate professional photoshoots as required 
• Coordinate the photography of all major events. 

 
Other 

• Assist with Front Office phone du�es from 4:00pm to 4:30pm on working days in conjunc�on 
with the Publicity Officer 

• Liaise with staff to present and uphold a posi�ve image of the school 
• Flexibility in a�tude towards work schedules and requirements including being available to 

work addi�onal or changed hours when requested and as agreed prior 
• Perform any other du�es as required from �me to �me by the Principal (or delegate). 
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4. PROFESSIONAL RESPONSIBILITIES 

• Have a commitment to uphold and contribute to the ethos of Catholic schools 
• A commitment to uphold and contribute to the charism of Our Lady of the Sacred Heart College 
• Always promote and speak well of Our Lady of the Sacred Heart College and its staff addressing 

any personal concerns with the Principal as required 
• Understand the employer’s requirements and act in accordance with South Australian 

Commission for Catholic Schools (SACCS) and the College’s policies, guidelines, and procedures 
• Perform responsibili�es in a manner which reflects and responds to con�nuous improvement 
• Demonstrate high professional standards and present an appropriate image in line with the 

College’s Staff Dress Code. 
 

5. PROFESSIONAL SPECIFICATIONS 

Essen�al 
• Develop, harness, and maintain excellent working rela�onships and outstanding interpersonal 

skills with all stakeholders (internal and external) of varying backgrounds, including an open and 
friendly disposi�on 

• Possess the ability to work independently with minimum supervision and within a team 
collabora�vely to meet objec�ves 

• Ability to research, iden�fy, self-generate content, and write professional copy for a variety of 
publica�on channels 

• Manage mul�ple projects and stakeholders and successfully deliver within �ght deadlines 
and/or in a �mely manner 

• Ensure privacy guidelines and confiden�al informa�on are handled appropriately 
• Possess outstanding organisa�onal, keyboard, writen, and oral communica�on skills 
• Advanced computer literacy and experience in the following: Social Media Pla�orms, Adobe 

Crea�ve Suite (InDesign, Illustrator, Photoshop, Premiere) between 3 – 5 years’ experience, 
website content management systems and general database management skills 

• Possess an excellent working knowledge of Microso� Office suite. 

Desirable 
• Experience in a secondary girls’ school se�ng 

 

6. CHILD PROTECTION AWARENESS 

Our Lady of the Sacred Heart College assures the right of every member to a safe environment and the 
responsibility of every person to promote safe prac�ces. Our Lady of the Sacred Heart College is 
commited to Child Protec�on and protec�ve prac�ces. This includes responsibility of the College’s 
employees for Child Protec�on.  
 
Child-Safe Environments Responding to Risks of Harm, Abuse and Neglect: Education and Care (RRHAN-
EC) training is now a compulsory cer�ficate for all staff working in a school environment and all staff 
need to atend 3 yearly updates.  
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7. WORK HEALTH SAFETY & WELFARE 

This role is deemed to be a Worker under the South Australian Work Health and Safety (WHS) Act 2012. 
As a Worker, while at work you must: 

• Take reasonable care for your own health and safety 
• Take reasonable care that your ac�ons or omissions do not adversely affect the health and 

safety of other persons 
• Comply, in so far as you are reasonably able to, with any reasonable instruc�on given by the 

employer 
• Cooperate with any reasonable policy or procedure of the employer that is related to health and 

safety at the workplace that has been no�fied to workers 
Reference:  Division 4, Section 27 and 28 WHS Act 2012. 

 

8. SPECIFIC REQUIREMENTS 

Acquire and maintain; 
• Industry experience and/or equivalent Ter�ary qualifica�ons or studying Marke�ng and 

Communica�ons, Digital Marke�ng and/or a related discipline 
• Broad knowledge and experience in coordina�ng social media pla�orms including Facebook, 

Instagram, linkedin and YouTube 
• Maintain professional and technical knowledge by atending educa�onal workshops, reviewing 

professional publica�ons, establishing personal networks and par�cipa�ng in professional 
socie�es 

• Flexible approach to start and finish �mes to facilitate and assist in various marke�ng 
events/ac�vi�es 

• Full SA Driver’s Licence 
• Current First Aid for Schools and Centres 
• Approved ‘Responding to Risks of Harm, Abuse & Neglect’ (RRHAN-EC) training 
• Current Working with Children Check (WWCC) to work in Catholic Educa�on SA 
• CESA Staff do not need to be vaccinated against COVID-19 as a condi�on of employment, with 

the excep�on of CESA Staff working in High-Risk Se�ngs. CESA Staff are however strongly 
encouraged to have and maintain an Up-To-Date Vaccina�on Status in accordance with the 
ATAGI statement. The vaccina�on requirement for CESA Staff working in High-Risk Se�ngs is a 
condi�on of employment or engagement unless an exemp�on is approved in accordance with 
the CESA COVID-19 Vaccina�on Policy 

• Learning Manager modules (or equivalent), as issued by Catholic Educa�on SA 
• Annual sign off is required for: 

• CESA Code of Conduct 
• CESA Privacy Statement 
• CESA ICT Acceptable Use Guidelines 
• Protec�ve Prac�ces for Staff in their interac�ons with children and young people. 
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9. OTHER RELEVANT INFORMATION 

The Posi�on Informa�on Document is a guide only and is not intended to be an exhaus�ve or exclusive 
list of the du�es atached to this posi�on. The Posi�on Informa�on Document is subject to review and 
modifica�ons by the Principal, in response to the strategic direc�on of the School, and the development 
of the skills and knowledge of the posi�on. 
 

10. PERFORMANCE REVIEW 

• The employee must undertake performance review on an annual basis 
• On the first anniversary of appointment and biennially therea�er, or at another mutually agreed 

�me, consulta�on will occur between the employer and the employee to ensure that the duty 
statement is accurate and conforms with the classifica�on levels set out in the SA Catholic 
Schools Enterprise Agreement. 

 

EMPLOYEE ACCEPTANCE STATEMENT 

 
I accept the above appointment as ESO – Marke�ng Officer and confirm that I am fit and able to perform 
the requirements of the posi�on. 
 

SIGNED (Principal or Delegate)  Date: _____ / _____ / _____ 

 

SIGNED: (Employee)  Date: _____ / _____ / _____ 

 

ROLE OF REVIEW DATE: _____ / _____ / _____ 

PERFORMANCE REVIEW DATE: _____ / _____ / _____ 
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