BUSINESS MANAGER

Centenary Learning Alliance of State Schools (CLASS)

The Centenary Learning Alliance of State Schools (CLASS)   combines the capabilities of Jindalee SS, Jamboree Heights SS Centenary SHS, Darra SS and Middle Park SS to deliver  

· Enhanced  learning outcomes for students in each school

· Mutual benefit to all members of the alliance 

· Strengthened  personal and professional relationships across our communities of schools 
POSITION 

The position of Business Manager will supports the business development activities of the Governance Group  

Position Accountabilities
Identify, develop, maintain and grow partnerships through pro-active approaches 
Develop and build corporate networks with the communities serviced by CLASS   

Promote the work of CLASS in the wider community 

Provide executive officer support to:

· Governance Group 

· Project Teams 
Duties of Position
· Maintain all records relating to CLASS operations

· Administrative duties and communications

· Attend meetings of the governing council as executive officer.

· Identify sources of funding and develop funding applications.
Reporting Relationships
The position reports to the Governance Group through the chairperson  

Capabilities

Self directed – problem solving skills

Organise, prioritise and manage multiple projects

Team player

Commitment to ideals of CLASS 

High level interpersonal skills and customer service

Knowledge - word processing and data entry

Employment Conditions 

This is a temporary position of 15 / 20 hours per week. Flexible working hours are required the salary range is $ 15K -$20K. (18 hrs pw x 40 weeks x $25 ph. = $18000 pa.)
Employment may be either under the Administrative officers casual award at AO2 level in the salary range of $21.36 – $25.95 per hour or 

on a consultancy basis invoiced fortnightly for hours worked under an agreed consultancy fee hourly rate.

