Position Information Document s>

XAVIER

Careers Counsellor GOLLEGE
Location: Xavier College, Gawler Belt, Two Wells, Evanston, Riverlea Park
Employment Status: Permanent, Part-time
Classification Level: As per CESA Enterprise Agreement 2020

Education Support Officer, Grade 6, Administration
Normal hours of work: 8.30am - 4.30pm Monday - Friday (Y2-hour lunch break)
Stipulated number of ordinary hours: 37.5 hours per week, 41 weeks per year

Reporting Relationship
Reports directly to the SACE Flexible Pathways Coordinator or delegate, the Head of Campus and ultimately
responsible to the Principal of the College (or delegate).

Broad Purpose

The Careers Counsellor will actively support and contribute to the Catholic Identity and Salesian ethos, mission,
and vision of Xavier College and will adhere to the guiding principles of the Living, Learning Leading Framework
which outlines CESA key capabilities, skills, knowledge and dispositions that enable young people to contribute to
society and enjoy meaningful and spiritually enriched lives.

RUAH is the Hebrew word for Breath of God - this will translate as Respect, Understanding, Affection and Humour.
These are guiding principles that are intrinsic to our treatment of self and each other. They complement the
Salesian Charter of:

¢ A Home that welcomes

e A Parish that evangelises

e A School that prepares for life

e A Playground where friends meet and enjoy themselves

Under the broad direction of the Head of Campus (or delegate), the Careers Counsellor will ensure the provision of
a complete professional administrative careers counselling service is available to all students, including a range of
organisational activities associated with promoting and engaging students in explorations and dialogue about their
pathways beyond school. The role requires staying up to date with industry trends and workforce demands, as well
as understanding how schools develop employability skills to empower students to confidently approach life after
school. Acting as a vital link between the school and the wider professional community, the Career Counsellor
ensures students are well-informed and motivated about future pathways, including tertiary education and
employment. Working closely within the Future Pathways team and with key stakeholders, the Career Counsellor is
required to meet individually with every student (Years 10-12) to assist with their planning and successful
transition from secondary school.

Key Responsibilities
e Have overall responsibility for the delivery of a comprehensive, professional careers counselling service to
all students, including the management of associated organisational activities that promote and engage
students in future pathways planning.

e Provide specific career counselling focused on transition and employment options to support students’
future aspirations.

e Undertake a significant role in assisting First Nations students and students with disabilities in identifying
and accessing appropriate post-school pathways.

e Develop and implement procedures for referring students seeking career information and assistance,
ensuring efficient and consistent support.

Page 1 of 3
09/2025



Coordinate and facilitate career development workshops, offering practical skills to prepare students for the
workforce.

Develop and maintain strategic partnerships with Universities, Registered Training Organisations (RTOs),
and local industry employers to enhance student career insights, engagement opportunities, and broaden
employment pathways.

Manage the overall administrative process of disseminating tertiary information to senior students.

Oversee and actively contribute to the maintenance of the College portal, ensuring it is regularly updated
with events, key dates, resources, and pathways information relevant to students and staff.

Conduct research and maintain up-to-date knowledge of post-school pathways, labour market trends and
career development practices to inform and enhance career guidance services.

Support with budget submissions and expenditure management, as required.

Actively lead and support the organisation of, and positively participate in, school events/activities,
meetings, required training, and professional reviews.

Undertake other duties, as required by the Principal (or delegate).

Person Specification

Commit to uphold and actively contribute to the Catholic Ethos of the College

Demonstrated specialised, comprehensive and high-level professional skills to capably manage complex
administrative matters.

Full ICT competency and advanced proficiency using a computer and applicable programs, particularly
Microsoft Office (i.e. Word, Excel, Outlook, Powerpoint), databases and other ICT equipment, and full
technical competency to operate office equipment, and ability to train and support others with same.

Demonstrated experience in undertaking extensive research and investigation that leads to and informs the
development of policy and strategies of significance to the strategic direction and governance of the school.

Generate and evaluate complex ideas through the analysis of information and concepts and exercise
significant independent professional judgement based on experience and expertise.

Exceptional interpersonal skills to interact positively throughout the school community. This includes
excellent written and verbal communication skills to successfully lead and work collaboratively within a
team environment.

Ability to use highly developed interpersonal skills to influence, persuade and/or motivate others to achieve
critical objectives and to resolve complex conflict situations.

Excellent organisational and time management skills including flexibility and ability to effectively prioritise
workload and meet deadlines and motivate and support others to achieve the same.

Demonstrate an understanding and application of professional boundaries.
Demonstrated ability to maintain appropriate confidentiality.

A commitment to ongoing professional development and learning in contemporary principles, standards,
and practices.

Demonstrated ability to lead and deal effectively with emergencies and/or unexpected situations.

Desirable requirements

Graduate Certificate in Career Development or Master of Career Development (RMIT) (or other relevant
qualifications)

Experience in the use of learning management systems (SEQTA)

Role Requirements

A higher education formal qualification (i.e. Degree) in Business, Accounting (or equivalent) and
comprehensive relevant demonstrated knowledge and experience. Experience working in a school
environment in a comparable position is highly desirable.

Hold or willing to hold professional membership of the Career Development Association of Australia (CDAA)

Act in accordance with the CESA Code of Conduct and the Charter for Staff in Catholic Schools in South
Australia.

Current and acceptable Working with Children Clearance and screening to work in Catholic Education SA
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e Acquire and maintain Catholic Police Clearance to work in Catholic Education SA

e Current Responding to Risks of Harm, Abuse & Neglect — Education and Care certificate
e First Aid certificate (HLTAID012)

e Disability Standards for Education training

e As a worker, comply with the SA Work Health & Safety Act 2012 and, while at work, take reasonable care
for their own health and safety.

o Take reasonable care that your actions or omissions do not adversely affect the health and safety of
other persons.

o Comply, in so far as you are reasonably able, with any reasonable instruction given by the employer.

o Co-operate with any reasonable policy or procedure of the employer that is related to health and safety
at the workplace that has been notified to workers.

Being vaccinated against COVID-19 is not mandatory for CESA staff. It is highly recommended for all CESA staff to
maintain vaccination status as recommended by the policy.

This position information document indicates the general nature and level of work performed by the incumbent and
is not a comprehensive listing of all responsibilities, tasks and outcomes.
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