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Thomas More College believes education is at the heart of a life well lived. It is a philosophy we instil in our students 
and one which underpins our College maxim of Learn More  Live More  Be More. 
 
 

EDUCATION SUPPORT OFFICER 
 

Title: Communications Manager 

Employment Type:   Permanent             Temporary             Replacement 

Stream: Administration ESO Grade: 4 

Hours/Days of Work 20 Hours Per Week* Weeks Per Year: 42 

* hours per week negotiable 
 
PURPOSE OF ROLE 

The Communications Manager (CM) is a new, key strategic role at TMC.  The CM will lead the College in developing and 
managing strategy and marketing, content and whole school communication to ensure that Thomas More College’s 
communication strategy and practises are culturally aligned with the life of the school. 
  
PERSON SPECIFICATION 

A commitment and determination to: 

 Be a part of a school community and represent the school in a professional and friendly manner. 
 Contribute to the Community to ensure we provide a school that values and promotes: 

o a lifelong love of learning 
o the search for truth 
o a commitment to faith 
o a desire to help shape a better world. 

 Be confident, knowledgeable and successful in the responsibilities required to be undertaken for the College 
community 

 An ‘outwardly focussed’ skillset focus on communications, marketing and ‘strategic nous’ 
 Introduce best work practices, produce work of the highest standard, be accountable for the outcomes, the ability to 

analyse practices and initiate change to ensure best results are achieved 
 Continuous learning and professional development to generate and evaluate ideas 
 Achieve personal goals and College strategic goals 
 Develop respectful, professional and successful relationships with members of the College Community and provide a 

great example for work colleagues 
 Come to work each day with a positive outlook, and a willingness to support and motivate others, and to achieve 

excellence.  
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RESPONSIBILITIES 

Responsibilities include but are not limited to: 

Strategy and Marketing 

 Refine and develop overall strategy for external communications about ‘the brand of TMC’, including a social media 
plan, including asking critical questions about our current strategy 

 Lead and work with the Community Liaison staff to post timely social media updates and deliver frequent, engaging 
and topical posts on relevant social media channels 

 With the Community Liaison staff, monitor the College calendar and plan social media promotion around the events 
and activities 

 With the Community Liaison staff member, monitor the College’s presence on external social media sites 
 Track website and social media analytics and report regularly on results and learnings 
 Advise on constant and different forms of strategy for marketing/advertising/external communications through 

proactivity in proposing new ideas and developments for using social media, including identifying new social media 
opportunities 

 Liaise with external stakeholders where required to enact the strategy (e.g. CESA, external marketing agencies). 
 
Content Creation 

 Direct and produce quality audio visual content for internal and external ‘learning on display’ 
 Research topics, contacts and interview sources for relevant content publication 
 Identify relevant stories to cover and determine the appropriate platform for publication 
 With the Leaders of Learning, ensure consistency and equity of creation of content for different Learning Areas across 

the College 
 With Year Level Leaders, ensure consistency and equity of creation of content for different Learning Areas across the 

College, 
 
Whole School Communication and Publication 

 Develop and reinforce a style guide for communication with parents and families about all internal and external 
College issues, including consistency of letters, stationery, etc. 

 Checking in with key College stakeholders (e.g. newsletter, yearbook, social media publication) about what content 
may be needed and when 

 Coordinate the production of key College publications and marketing materials, including 
o Liaising with editors, contributors and printers 
o Ensuring stakeholders work towards meeting prescribed deadlines 
o Design and editorial activities 
o Applying visual identity guidelines 
o Researching and writing articles as required. 
o Oversee the publication of the newsletter and yearbook 

 Contribute to the Strategic Plan and Budget. 
 
General Administration Support 

 Review and develop procedures to ensure effective delivery of administrative functions within the role. 
 
PROFESSIONAL DEVELOPMENT 

 Attend professional development and training required by the College 
 Actively seek opportunities to increase knowledge, experience and skills held 
 A willingness to obtain formal qualifications, in consultation with the College, if not already held. 

 
CATHOLIC ETHOS 

 All staff at Thomas More College are expected to affirm and support the Catholic values and the religious life of the 
College 

 Where appropriate opportunities present, become involved in the life of the College, including attendance at school 
Masses/celebrations, staff meetings, and involvement in College events. 

 



 Learn More    Live More    Be More Page  |  3 

POLICIES, PROCEDURES AND GUIDELINES 

 Comply with all College and South Australian Commission for Catholic Schools Inc (SACCS) policies 
 Contribute to the development of relevant policies, procedures and guidelines. 

 
These responsibilities may vary from time to time after negotiation with the Principal and/or College Business Manager. 
 

REPORTING / WORKING RELATIONSHIPS 

The Communications Manager reports to the Business Manager as a member of the non-teaching staff of the College and will 
also be directed by the Deputy Principal. 
 
Key Working Relationships: 

 Executive Team through the Business Manager/Deputy Principal 
 Community Liaison staff (Line Management of and working with) 
 Learning Area Leaders/Year Level Leaders. 
 Administration and Finance Teams 
 Teachers and other non-teaching personnel in the College 

 
The Principal is responsible for the employment of all staff at Thomas More College. 
 
 
SPECIAL CONDITIONS RELATING TO THIS POSITION 

 A ‘flexible’ work arrangement whereby “ordinary hours” of work will include participation in College promotional 
activities (e.g. College Open events, community events etc).  Payment of “additional time’ will be in accordance with 
the relevant clauses in the SA Catholic Schools Enterprise Agreement 2017 [or as replaced] 

 All time off in lieu (TOIL) or overtime is to be pre-approved by the Business Manager. 
 
 
KNOWLEDGE / PREVIOUS EXPERIENCE 

 Relevant tertiary qualifications and/or experience in Marketing/Publications/Journalism 
 Strong organisational skills with attention to detail, the ability to manage projects concurrently and to meet 

deadlines 
 Excellent written communications skills including highly developed spelling and grammatical skills 
 Excellent verbal and interpersonal skills 
 Ability to research and write professional copy for a variety of publication channels 
 Photographic/Video capture and editing experience 
 Ability to identify and self-generate content. 

 
 
ESSENTIAL SKILLS 

 Desktop Publishing experience using the Adobe Creative Suite 
o InDesign, Photoshop, Illustrator 

 Basic HTML editing skills 
 Experience with social media platforms and their effective strategic use for publicity/promotional purposes 
 Experience working with journalists/media outlets 
 Ability to manage a team and display leadership skills 
 Ability to demonstrate critical thinking and questioning. 

 
 
WHS REQUIREMENTS 

Workers 

This role is deemed to be a Worker under the South Australian Work Health and Safety (WHS) Act 2012.  As a worker, you must 
 Take reasonable care for your own health and safety 
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 Take reasonable care that your actions or omissions do not adversely affect the health and safety of other persons 
 Comply, in so far as you are reasonably able to, with any reasonable instruction given by the employer 
 Cooperate 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. 
 
Reference:  Division 4, Section 27 and 28, WHS Act 2021 
 
 
SPECIFIC REQUIREMENTS 

 Provide an Emergency First Aid Response in an Education and Care Setting Certificate (HLTAID004) 
 Approved Mandatory Notification training 
 Working With Children Check – clearance to work in Catholic Education SA. 

 
 
CLASSIFICATION 

 As per the current SA Catholic Schools Enterprise Agreement. 
 
 
AGREEMENT 

The requirements of this Position Information Document are intended to describe the general nature and responsibility of 
work in this role.  These statements are not to be construed as an exhaustive list of all duties, tasks and skills required of the 
role.  This description should be read in conjunction with the relevant Awards and Enterprise Agreement.  Employees will also 
be required to follow any other role-related instructions and College policies, and to perform other duties requested by the 
Business Manager and Principal to support the College’s compliance with its legislative obligations.  The Business Manager or 
Principal may, through consultation with the employee, vary the responsibilities of the position as required, but within the 
skills and responsibility levels appropriate to this position. 
 
 
PERFORMANCE REVIEW / REFLECTION 

 The employee must undertake a review / reflection on an annual basis 
 On the first anniversary of your appointment and biennially thereafter, or at another mutually agreed time, 

consultation will occur between the employer and the employee to ensure that the duty statement is accurate. 
 
 
 
By signing this Position Information Document, I agree that it accurately reflects the responsibility for my role. 
 
 
 
 

Name:   Signature:   Date: __ __ / __ __ / __ __ 

Employee 
 

Name:   Signature:   Date: __ __ / __ __ / __ __ 

Principal or Delegate 
 

Role Review Date: __ __ / __ __ / __ __  Performance Review Date: __ __ / __ __ / __ __ 

 


