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KEGWORTH OOSH 
Job Description –Assistant Centre Director (Service Administration and Vacation Care)  

 

Position Title  Centre Director 

Position Classification Children’s Services Award 2010 Level 5 + 10% above the award 

Hours of Work   38 hours per week (including split shifts and 25 hours face to face) 

Reports To  Centre Director 

Objectives 
• Assist with a variety of administration tasks relevant to service operation as delegated by 

the Centre Director 
• Adhere to and ensure that the Centre meets all statutory regulations, standards and follows 

the Framework - My Time Our Place. 
• Work within the requirements of the National Quality Framework (NQF) and the Framework 

for School Age Care – My Time, Our Place.  
• Work in partnership with the Director and to lead, motivate and support staff in the 

provision of the program. To treat each child with dignity and respect taking into 
consideration any cultural socio-cultural or other differences that may arise. 

• Work with other staff members in providing an environment where new ideas are welcome 
and encouraged; and there is a high degree of teamwork 

• Always adhere to and uphold the Education and Care Services National Regulations under 
the Education and Care Services National Law, child protection regulations as well as the 
policies, goals and philosophy of the service.  

Duties 
In relation to Administration 

• Assist in the development, implementation and evaluation of policies and procedures for 
the service. 

• Co-ordinate and manage day-to-day operations of the service in the absence of the Director. 
• Adhere to the services health and safety policy to ensure the health and safety of the 

children, staff and visitors in attendance at the service. 
• Ensure all appropriate records are maintained, up to date and kept confidential. 
• Assist to develop Professional Development (PD) plans for all Educators. 
• Plan, organise and book PD for staff when required. 
• Attend management committee meetings in relation to the service and in the absence of 

the Director present written report. 
• Ensure that the service complies with all relevant government guidelines and funding 

requirements. 
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• Assist Director in maintaining the CCMS system and Child Care Benefit claims if required. 
• In the absence of the Director and maintain staff records. 
• Assist Director to implement promotional opportunities for the centre. 
• Assist with the preparation of payroll, staff roster in the absence of the Centre Director 
• Contribute to the development of an annual budget. 
• Participate in workshops and forums to educate and inform procedures required for service 

accountability  
• Guide service in the understanding and implementation of the National Regulations, 

National Standards, National Quality Framework (NQF) and My Time, Our Place for Out of 
School Hours Care (OSHC). 

• Help with Educators inductions process in relation to Vacation Care (VC). 
• Respond to emails, take calls, update booking information. 
• Assist with and ensure all children health records are current and up to date. 
• Input new & any additional information into children’s enrolments records. 
• Organise photo library of children – delete irrelevant photos. 
• Assist with a variety of administration tasks relevant to service operation as delegated by 

the Director. 
• Assist, plan, prepare and develop a vacation care programme. 
• Help with seeking out the best deals for vacation care activities. 
• Consult and seek out children & families input into the programme. 
• Review roster to ensure it meets the needs of the Vacation Care programme and alert the 

Director of any additions. 
• Assist with Risk assessments for VC excursions or in-house activities where required. 
• Be aware of the VC budget for each holidays. 
• Help review the daily plan for Educators and evaluate each day. 
• Assist purchase equipment for VC. 

 

In relation to the children 
• Respect and provide support and inclusion for all children, regardless of gender, cultural 

background or socio-economic status. 
• When required work as part of the Educator/child ratio. 
• Ensure kindy stock in relation to hats, badges is monitored and ordered as needed.  
• Support the inclusion of children into the service with additional needs. 
• Act as a positive role model, demonstrating appropriate behaviour and language. 
• Provide adequate supervision for the children, and support staff in achieving the same. No 

staff member should be performing another task whilst supervising the children. 
• Be passionate and strive to ensure our ‘Service’ philosophy is reflected in daily practice. 
• Contribute to the evaluation of children’s well-being and learning observations, as required. 
• Communicate with the children in an open, honest manner and ensure that the child’s 

perspective is regarded as unique and special. 
• Create an interactive and caring environment for children. 
• Teach children through modelling and the demonstration of appropriate activities. 
• Evaluate VC programs. 
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• Maintain a behaviour management policy that promotes a safe environment. 
• Provide feedback to parents where appropriate on their child’s participation at the centre. 
• Report any serious incidents to Early Childhood Education and Care Directorate (ECECD). in 

consultation with Centre Director 
• Keep up to date with current best practice 

 

In relation to families 
• Be courteous and helpful to the families in the Service. 
• Look for opportunities within the Service where a family may become involved e.g. Multi-

cultural events, craft activities, vacation care and fund raising and parent committees. 
• Respect the confidentiality of all information about a child; any concerns should be 

discussed with the Director. 
• Devise opportunities to seek out feedback from families for the VC programme. 
• You are a mandatory reporter and have the responsibility to report any concerns about 

abuse immediately on www.childstory.net.au.  
• Build positive relationships with all families; greet all families on a personal basis, ensuring 

mutual trust and open communication. 
• Be aware of each child and their needs. In relation to a child’s medication requirements, 

ensure that you have report to the Director and staff for verification and ensure that it can 
only be administered by a staff member with a current senior first-aid certificate and must 
be witnessed by another staff member. All relevant record keeping must be maintained. 
Check specific children’s needs in relation to excursions and VC. 

• Attend parent/management meetings as requested by the Director. 
• Share information with the family relating to their child and the daily activities of the 

service. 
• Act as a resource person for families. 
• Encourage families to participate in Centre decision-making and experiences. 
• Attend monthly staff meetings 
• Maintain good communication with the School staff. 

 

In relation to staff and management 
• In collaboration with the Director, promote the highest standard of care for the children in 

accordance with the National Quality Standard, aiming to achieve the ranking of Exceeding 
the national quality standard bracket in line with working towards Excellence 

• Assist with staff meeting minutes – and ensure actions are followed up on. Distribute 
minutes to Educators following meeting when required 

• Acknowledge and support the worth of the personal, professional, cultural and linguistic 
diversities that all staff brings to the service. Every staff member is unique and has 
something to offer- aim to tap into this wealth of knowledge and incorporate ideas along 
with your own experience. 

• Assist with the interviewing and recommending appointment of staff when required. 
• Apply conflict resolution and problem solving techniques to staff and parent conflict. 

http://www.childstory.net.au/
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• Develop a teamwork approach and co-ordinate staff within the service to achieve objectives 
within the time frame stated. 

• Ensure adequate operational, licensing, risk management and workplace health and safety 
procedures are implemented. 

• Respond appropriately to accidents or emergencies and apply First Aid, Asthma and 
Anaphylaxis management. 

• Promote staff involvement in in-service training opportunities. 
• Participate in in-service opportunities as appropriate to the desirable skills for the position. 
• Delegate duties to staff members as appropriate and when necessary. 
• Ensure daily tasks and routines are completed by staff (e.g. cleaning, kitchen, maintenance). 
• Assist with the Conduct of ‘Working with Children Checks’ on all staff and volunteers in the 

service. 
• Familiarise yourself with the Grievance Policy (included in the Policy Manual) and aim to 

discuss any concerns or incidents to the Director for further support. 
• Assist and guide staff in observing and planning for individual children and the total learning 

environment. 
• To collaborate with the Director and staff to ensure that the program is continually 

improving. 
 

In relation to the Program 
• Work with the Educational Leader in planning, implementation and evaluation of the VC 

program (in consultation with the Director) 
• Know and implement the My Time Our Place Framework in the program  
• Oversee implementation of the VC program in the in-door and out-door environment 

promoting commitment to continual improvement to the quality of care and experience 
each child and family receives. 

• Participate in at least 4 in-services a year to support your professional development. 
• Participate in school and community event when required. 
• Share information about any community links that may be of benefit to the service. 

 

In relation to the service 
• Have sound understanding of the National Quality Standard and National Framework  
• Have sound understanding of the My Time Our Place Framework. 
• Demonstrate awareness of current issues in children’s services. 
• Demonstrate the ability to work in partnerships with families. 
• Demonstrate a professional level of written and verbal communication skills. 
• Have extensive knowledge of Child Protection legislation and its implications for the care 

and protection of children. 
• Have extensive knowledge of Work Health and Safety legislation and safety issues relating 

to children and staff. 
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• Provide ongoing support and assistance to the Director in all areas of administrative 
procedures, curriculum development, parent and community liaison, staff professional 
development and training, and any other areas as the need arises. 

• Support the successful implementation of the Quality Improvement Plan and the National 
Quality Standard. 

• Ensure the Director is informed of any problem arising, which would affect the children or 
the smooth running of the service. 

 

Any other duties, within the scope of the position, as specified by the Centre Director 
• Support the Service’s programming promoting commitment to continual improvement to 

the quality of care provided  
• Assist in providing an environment that is safe, interesting and appealing. 
• Always act within the guidelines set out in the OOSH Code of Professional Standards 

 

Special Conditions 
• Current Senior First Aid qualification  
• WWCC compliant  
• Completion of Child Protection training  
• Current Driver’s License  
• Capacity to attend out of hours meeting or PD 
• Diploma or higher qualification is preferred (or 2 years’ experience or working towards a 

Diploma,) 
 

I HAVE READ AND UNDERSTAND THE CONTENTS OF THE JOB DESCRIPTION: 

 

 

 

(Employee Full Name) (Signature) (Date) 

 

 

 

(Director Full Name) (Signature) (Date) 
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Quality Area 4: Staffing arrangements 

Element: 4.1.1 Educator-to-child ratios and qualification requirements are maintained at all times. 

Element: 4.2.1 Professional standards guide practice, interactions and relationships. 
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