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Statement addressing the selection criteria
Administrative Officer
Position number MV/9065
1. Demonstrated administrative experience; including taking minutes and the ability to understand and apply established office systems and basic finance procedures. 

My skills in this area have been highly developed through more than 10 years as Head of the Science Department at Wedderburn College. 
· Keep detailed records of student progress against individual learning plans, developing course outlines, writing student reports and managing the Department’s budget.
· With a colleague, developed a spreadsheet and database system for recording all the Department’s records.

· Have taken the minutes for the monthly meetings of the Korong Historical Society since being elected Secretary in 1998.
2. Good communication and interpersonal skills with the ability to relate well with all staff, as well as government and industry figures. 

As a teacher, I am communicating all the time with students, colleagues, parents and Department of Education officials.
· Prepared and presented a paper on the geology of the goldfields to the Korong Historical Society, 2011.

· Earlier this year, a parent complimented me on the way that I had explained how osmosis worked to her son in my grade 8 science class.

· Read, write and speak German fluently.

3. Competent keyboard skills and proven experience in the use of Microsoft Word, Outlook, Excel and PowerPoint. 

Through my work as a teacher, I am using computers all the time. I use MS Word to write reports and to prepare teaching resources; Excel to produce graphs and to keep records including stock control and budgeting; Outlook for emails, task list and managing my schedule; and PowerPoint for presentations.
4. Ability to undertake basic research and prepare reports and presentations. 

I am continually researching, through physical experiment, through using the internet, journal articles and reference books and, for the Historical Society, through interviewing people.
· Interviewed 34 people who had migrated from Europe after WWII or who were the children of those who had done so and who had settled in the Wedderburn district. Wrote up the stories of several of these migrants for the Bendigo Weekly newspaper which published them between March and May last year.

· Prepare presentations for classes all the time and regularly for meetings of the College Parents and Friends Association.
5. High level of initiative, attention to detail and accuracy, as well as the ability to work independently and effectively prioritise tasks in an environment of tight deadlines and rapid change. 

Running the Science Department in the College where rapid change, resulting from student behaviour or teacher absence, requires me to be able to think quickly, use my initiative and take affirmative action on an almost daily basis.
· Earlier this term, when two of my team of five reported sick, I had less than 30 minutes to prepare lesson plans and teaching resources for eight classes across three year groups. At the end of the day, the teachers who had taken those classes complimented me on the quality of preparation and the resources that I had provided.
6. Demonstrated knowledge, or an understanding, of records management systems which may include TRIM. 

With a colleague whose computer skills are better than mine, I designed a system for managing student records, teaching resources, stock control and budgeting information that we need to run the Department properly. This has given me a good understanding of computerised records management if not of any specific records management programs.
7. The successful applicant is required to undergo a National Police Records Check and be assessed as suitable (new employees are required to meet this cost). 

Am currently registered as a teacher with the Victorian Teacher Registration Board and willing to seek a National Police Records Check.
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