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DYNAMIC 

 
At Fintona, we are connected 
through the diversity of our 
thoughts, actions, and beliefs.  
Our vibrant culture fosters 
energy, embraces new ideas 
and values our traditions. 
 



ABOUT US 
Fintona is an independent, non-selective, non-
denominational day school renowned for its 
distinct and challenging approach to academic 
excellence.  Fintona celebrates learning across a 
wealth of disciplines and encourages its students 
to move beyond their comfort zone to become 
fearless and adaptable leaders in their chosen 
field.  Our students are connected to their school 
community, have respect for self and others and 
are compassionate and principled. 

Inspired by strong leadership and exceptional 
teachers; engaged and eager to learn through 
broad-based rigorous education programs, a 
Fintona girl will find the confidence to achieve her 
highest academic and personal aspirations, 
whatever they may be.  

Situated in Balwyn, an inner eastern suburb of 
Melbourne, the School caters for girls in Prep to 
Year 12 and offers a co-educational Early 
Learning program.  The current enrolment is 
approximately 550 students from ELC to Year 12, 
with major entry points being 3-year old kinder, 
Year 5 and Year 7.  

Our staff of around 140 and our students enjoy 
magnificent grounds and facilities and are happy, 
supported, and proud of their school, its 
reputation, and its traditions. 

 

ADMINISTRATION 
The members of School Leadership are the 
Principal, Business Manager, Deputy Principal / 
Head of Senior School, Head of Middle School, 
Head of Junior Campus, Head of Learning, 
Teaching & Development and HR Manager.  This 
group work together to set school policy, lead staff 
in meeting the goals of the School’s Strategic Plan 
and manage the day-to-day operation of the 
School. 

 

OUR HISTORY 
With a rich history dating back to 1896, we are 
always mindful of the contribution of those who 
have gone before us.  Miss Annie Hughston, our 
founding Headmistress, and Miss Margaret 
Cunningham, our second Headmistress, more 
than anyone else, positioned Fintona for the 
modern era. 

These remarkable women left a legacy that still 
endures – the unwavering commitment to an 
outstanding education for girls in a small school 
environment. 

Today, we honour the commitment and passion of 
all who have helped shape Fintona.  We take 
pride in getting to know and nurturing every girl so 
that she can unearth her own version of 
extraordinary. 

Our School motto maintains its driving force 
today: Age Quod Agis – do what you do well. 

 

GOVERNANCE 
The School consists of two legal entities: Fintona - 
a school limited by guarantee, and Tourmont 
Incorporated – which acts as a Trustee for the 
Fund, a Public Charitable Trust established to 
provide support and assistance to Fintona Girls' 
School.  The Business Manager is secretary to 
both entities. 

The School’s Board of Management includes 
Alumni and parents, past and present.  The 
School Board determines the overall policy for the 
School and devolves its day-to-day leadership 
and management to the Principal and the Staff 
Leadership team.  The Business Manager is 
appointed, by the Principal and a sub-committee 
of the Board.  In all day-to-day matters the 
Business Manager reports directly to the Principal. 
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CURIOUS 

 
We see learning as an 
endless adventure, 
discovering, and actively 
exploring our passions.  
We hunger for knowledge 
and are always striving to 
learn more. 
 



POSITION OVERVIEW 
We are seeking a passionate individual to support what is a vibrant and energising educational environment.  

The primary role of this position is to learn from and work with the teachers of Fintona to provide the highest 
quality teaching and learning which accords with modern practices, Federal and State government directives, 
the Fintona ethos and the expectations of the community.  This role is performed as the Professional 
Experience requirement for Deakin education students and is such unpaid.  As a Deakin Associate you will 
actively work on developing the skills, capabilities and attributes outlined under the Key Responsibilities section 
below.  In addition, this role supports the Sport program of the School, as a coach, and contributes to the 
development of resources and administration support more broadly within the School.  The work supporting 
the Sport program is paid. 

All members of staff at Fintona Girls’ School are integral to the pastoral care and personal development of 
our students  

 

KEY RESPONSIBILITIES 

Know students and how they learn 
• Select from flexible and effective 

repertoires of teaching strategies to suit 
the physical, social, cultural and 
intellectual developments and 
characteristics of students 

• Structure teaching programs using 
research and collegial advice about how 
students learn 

• Design and implement teaching strategies 
that are responsive to the learning 
strengths and needs of students from 
diverse linguistic, cultural, religious and 
socioeconomic backgrounds 

• Develop teaching activities that incorporate 
differentiated strategies to meet the 
specific needs of students across a full 
range of abilities 

• Demonstrate knowledge and 
understanding of legislative requirements 
and teaching strategies that support 
participation and learning of students with 
disability 

 

 

 

Know the content and how to teach it 
• Apply knowledge of the content and 

teaching strategies of the teaching area to 
develop engaging teaching activities 

• Exhibit innovative practice in selection and 
organisation of content and delivery of 
learning and teaching programs 

• Design, document and implement learning 
and teaching programs using knowledge of 
curriculum, assessment and reporting 
requirements 

• Provide opportunities for students to 
develop understanding of and respect for 
Aboriginal and Torres Strait Islander 
histories, culture and languages where 
relevant 

• Apply knowledge and understanding of 
teaching strategies to support students’ 
literacy and numeracy achievement 

• Use effective teaching strategies to 
integrate ICT into learning and teaching 
programs to make selected content 
relevant and meaningful 



Plan for and implement effective teaching 
and learning 

• Contribute to the development of a culture 
of high expectations for all students by 
modelling and setting challenging learning 
goals 

• Work with colleagues to plan, evaluate and 
modify learning and teaching programs to 
create productive learning environments 
that engage all students 

• Select and apply effective teaching 
strategies to develop knowledge, skills, 
problem solving and critical and creative 
thinking 

• Select and create/use a range of 
resources including ICT, to engage 
students in their learning 

• Use effective verbal and non-verbal 
communication strategies to support 
student understanding participation, 
engagement and achievement. 

Assess, provide feedback and report on 
student learning 

• Develop and apply a comprehensive range 
of assessment strategies to diagnose 
learning needs, comply with curriculum 
requirements and assess student learning 

• Select from an effective range of strategies 
to provide targeted feedback based on 
informed and timely judgement of each 
student’s current needs in order to 
progress learning 

• Work with colleagues to use data from 
internal and external student assessments 
for evaluating learning and teaching, 
identifying intervention and modifying 
teaching practice 

• Report clearly, accurately and respectfully 
to students, parents/carers about student 
achievement, making use of accurate and 
reliable records  

Engage in professional learning 

• Participate in learning to update 
knowledge and practice, targeted to 
professional needs and school and/or 
system priorities 

• Engage with colleagues to evaluate the 
effectiveness of teacher professional 
learning activities to address student 
learning needs  

Engage professionally with colleagues, 
parents/carers and the community 

• Maintain high ethical standards and 
support in conjunction with colleagues, 
interpret codes of ethics and exercise 
sound judgement in all school and 
community contexts 

• Understand the implications and comply 
with relevant legislative, administrative, 
organisational and professional 
requirements, policies and procedures 

• Establish and maintain respectful 
collaborative relationships with 
parents/carers regarding their children’s 
learning and wellbeing 

• Participate in professional and community 
networks and forums where relevant or 
applicable to broaden knowledge and 
improve practice 
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Faculty specific teacher practice and 
Pastoral Care 

• Teach and observe an appropriate load as 
co-ordinated by the PE Co-ordinator and in 
consultation with your second method 
Faculty Co-ordinator 

• Work towards an increasing level of 
proficiency in your subject areas, including 
developing learning resources, formative 
assessment tools and contributing to 
summative assessment development 

• Keep in touch with current developments 
in you subject areas 

• Take a caring interest in the students and 
their welfare, and contribute to the 
maintenance of tone, standards and 
general discipline across the School 

• Provide effective communication with 
students 

• Working with your Faculty Co-ordinator, on 
a needs basis, liaise with the appropriate 
Head of School regarding the social, 
emotional or academic development of 
students in your care 

• Working with your Faculty Co-ordinator, on 
a needs basis, liaise with the School 
Counsellor regarding issues of concern 
with any students in your care 

• Accompany supervising teacher on Yard 
Duties 

• Attend staff meetings – faculty, year level, 
whole school, and information evenings, 
as coordinated by your supervising teacher 

 

 

 

 

 

 

Sport 
• Attend School events, such as House 

sport competitions, as calendared 

• Attend at least one major GSV carnival 
per Term 

• Attend fundraising events and social 
activities as they relate to the Sport 
program 

• With the Sport Co-ordinator and in 
consultation with coaches, where 
appropriate, oversee the team selection 
process, including trials for team 
selections 

Coaching 
• Mentor and coach two GSV teams per 

Term 

• Ensure school policies with regard to 
uniform, sun protection, harassment and 
duty of care are adhered to without 
exception 

• Organise equipment before each training 
session 

• Deliver coaching sessions as required 
before and after school  

• Be present at least ten minutes 
before a session begins to 
prepare and take account of any 
changes that may occur 
unexpectedly 

• Monitor student attendance at 
sessions and inform the Sport 
Co-ordinator of any regular 
absenteeism 

• Assist with developing student 
goals 
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Administration 
• Assist with the administrative and 

organisational needs of the PE Faculty and 
Sport in the School, including, but not 
limited to: 

o Ensuring equipment is stored correctly 
after classes, training sessions and 
competition, conducting regular safety 
checks and communicating any needs 
or concerns 

o Collecting and distributing information 
with regard to student attendance in 
classes, training sessions and matches 

o With the Sport Coordinator, maintain 
the Sport page on inFintona 

o Contributing information for School 
publications and social media sites 

 

 
 
 
 
 
 
 

 

KEY RELATIONSHIPS 
Internal 

• Deputy Principal / Head of Senior School 
• Head of Learning, Teaching & Development 
• Head of Junior Campus 
• Head of Middle School 
• Year 8 and 9 Coordinators  
• Learning Leaders 
• Sport Coordinator 
• PE Faculty team members 
• Second Method Faculty team members 

Other 
• Students 
• Parents 
• Competitor school team coaches/staff 
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FEARLESS 

 
Fintonians are taught to 
lead, to fight for what is right 
and to live with integrity.  
We show bravery and 
courage when faced with 
tasks beyond our comfort 
zone. 
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POSITION REQUIREMENTS 

Key Performance Indicators 
• Experience coaching in a school setting 

• Level 1 coaching qualifications 

• Possess an excellent knowledge of 
effective coaching methodologies 

• Demonstrate an abiding commitment and 
loyalty to the aims and ethos of the School 

• Demonstrate the ability to work in 
alignment with the strategic direction of 
the School 

• Operate as a productive and supportive 
team player, colleague and mentor 

• Effective working relationships with staff, 
students and parents established 

• Manage time effectively, meet deadlines 
and prioritise as required 

• Possess an approachable, even 
disposition in carrying out duties 
demonstrating a sense of perspective 
and balance 

• Safety requirements met 

• Effective communication strategies used 

• Responsibilities undertaken in a 
professional manner and in line with 
School policies, procedures and 
practices 

 

Other 
• Other duties as directed that are 

commensurate with the role and as 
directed by the Principal, or her delegate 

 

 

 

Qualifications / Checks 
• Relevant qualifications (working towards 

tertiary degree) 

• AUSTSWIM Teacher License or equivalent 
(desirable) 

• Current CPR certification (desirable) 

• Current First Aid qualification (desirable) 

• Current Anaphylaxis Management 
qualification 

• Current Asthma certification 

• Working with Children Check  

• Police Check (within 6 months old) 

Expectations of Staff 
• Treat each other (staff, parents and 

students) with courtesy and respect 

• Respect the right of others to learn/work 
without distraction or disruption 

• Take responsibility for their own actions, 
progress and development 

• Proactive in maintaining a safe and clean 
school environment 

• Respect the property of the School and 
others 

General 
• Uphold the ethos and values of the School 

• Contribute to and support the strategic 
directions of the School 

• Willing to work additional hours on 
occasion 

• Support all Fintona policies and follow all 
School procedures 
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INTELLIGENT 

 
Fintonians are highly 
skilled in their field.  
They think critically, search 
for solutions,  
communicate with 
authority and authenticity, 
and confidently lead. 
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CARE AND SAFETY 
Workplace Health and Safety 
Employees are responsible and accountable for:  

• supporting their health and safety, and that of others, by undertaking their duties in a manner that is 
positive, proactive and sustainable; 

• active participation in events and training that support workplace health and safety; 

• compliance with workplace policies and procedures for risk identification, risk assessment and risk 
control; 

• the identification and timely reporting of health and safety risks, accidents, incidents, injuries, and 
property damage at the workplace; and 

• correct utilisation of appropriate PPE.  

Child Safe Standards 
Fintona Girls’ School is committed to ensuring that all those engaged in our school promote the fundamental 
right of children and young people to be respected and nurtured in a safe school environment. 

We have zero tolerance of child abuse and expect all staff to: 

• be aware of, understand and comply with the School’s Child Safety Policy and Code of Conduct, 
including the Child Safe Standards, and demonstrate behaviours in accordance with these; 

• be in possession of a current and valid VIT registration or Working with Children Card; 

• respond according to the School’s policies and procedures when interacting with children and young 
people, taking all allegations and concerns very seriously; and 

• be committed to providing a safe environment for all children and young people, promoting physical, 
emotional, and cultural safety. 

  

 
We believe our staff are our greatest 
asset. 



DECLARATION 
 

 

I, _____________________________________ (full name) acknowledge that: 

• I have read and understand the Deakin Associate Position Description; 

• I understand that it is an expectation of all staff at Fintona Girls’ School that they will embrace the 
School Goals, particularly in regard to the School’s ethos, values and traditions and the continued 
development of a culture of improvement and commitment to excellence, in all that they do; 

• my behaviours and actions will reflect the ethos and values of the School and will place the needs of 
the School at the centre; 

• this Position Description is neither an exclusive or exhaustive list of duties and responsibilities and is 
subject to review and modification by the Principal in accordance with the changing needs of the 
School; 

• while the primary responsibilities are articulated, it is expected that I will engage with the wider 
school community and in School events and activities, playing an ambassadorial role as a 
representative of the School; and 

• this Position Description provides a framework for professional review that will be reviewed from time 
to time. 

 
 

Employee Name (print in full):  ___________________________________ 
 
 
Employee Signature:  ________________________________________ 

 

Date: _________________ 
 

 

HOW TO APPLY 
APPLICATION: A one page cover letter and CV should be forwarded to the Principal at principal@fintona.vic.edu.au.  

APPLICATIONS CLOSE: Monday 20 September 2021 

INTERVIEWS: Interview for short-listed applicants will occur in the week beginning Monday 27 September (Zoom) 

Fintona Girls’ School is committed to the safety, participation, and empowerment of children.  All staff are required 
to adhere to the School’s Code of Conduct and Child Safe Policy . 

The successful applicant is required to be currently registered (or eligible for registration) with the Victorian 
Institute of Teaching. 

Background checks and due diligence searches will be conducted to meet the School’s legal and child safety 
responsibilities. Any information gathered will be stored in accordance with our Privacy Policy. 

mailto:principal@fintona.vic.edu.au
https://www.fintona.vic.edu.au/sites/default/files/images/SG02.00%20Privacy%20Policy.pdf
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