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Job Title: Learning Support Officer  – Gateway Community High 

Reports To: Principal  

Location: 263 Marsden Road, Carlingford, NSW  

Employment 

Type: 

Permanent role (full time)  
 
Willing to discuss part-time options for the right candidate 

Probation 

Period: 
6 Months 

Remuneration: 

 
Commensurate with qualifications, skills and experience 

 
Date of Issue: December 2020 

 

Introduction to 
Gateway 
Community High 
 
 

Gateway Community High (GCH) is a small independent “alternative” high school for 30 students 
in Stage 5 (Year 9/10). 
 
Commencing operations in 2021 this is an exciting initiative of Macquarie Community College. We 
aim to grow over the next three years to a total student cohort of 80, which may include the 
extension to Stage 6 programs. 
 
The School is registered with NESA as a Special Assistance School.  
Gateway Community High is not a special school nor a behavioural school.  
 
As a Special Assistance School we aim to provide opportunities for motivated students to 
reconnect with their education and set a new direction in a small educational setting outside 
mainstream schooling.  
 
Taking a student-centred and holistic approach we aim to create a sustainable means of 
supporting vulnerable young people at risk of disengaging with education, work and society at a 
critical time in life.   
 
Gateway Community High will take a tailored approach to support their learning and belonging. 
We believe that young people can best achieve their educational goals when their wellbeing, 
belonging and personal growth is equally catered for. 
 
We strive to give each student the best opportunity to create a better future – in their education at 
high school and beyond, in further study or employment. At Gateway Community High, academic 
achievement is equal in value to student welfare, the ability to develop good interpersonal 
relationships and effective self-management. 
 
The goals of Gateway Community High are: 

 Providing an engaging educational environment that supports student achievement, 
belonging and personal growth.  

 Fostering academic achievement and student wellbeing through individual learning 
pathways. 

 Providing holistic student support. 

 Complying with NESA standards for registration of a non-government school and 
accreditation to deliver the ROSA Curriculum. 

 Maintaining focus on the philosophy, values and vision of Gateway Community High. 
 

  



 

2 

 

Role Context & 
Purpose 
 

The Learning Support Officer assists the classroom teachers to ensure student engagement and 

progression in their learning, working at times with individual students and the class as whole.  

As a Special Assistance School we attract a diverse range of students that have faced barriers to full 

participation in their schooling. The role may require support for students with a range of needs. Their 

support needs may be related to gaps in their attendance, educational achievement below their 

potential, learning delays or difficulties arising from conditions such as ADHD, mental health and/or 

well-being issues. These issues are likely to be mild-moderate rather than moderate to extreme and, 

generally, our students will have some ongoing interaction with specialists and/or treatment plans 

and/or coping strategies. 

As a Learning Support professional operating in a small Special Assistance School with secondary 

age students, there is a requirement to support a climate of mutual respect and understanding in a 

diverse and inclusive community of learners.   

The role requires excellent communication skills and a capacity to develop sincere and productive 

relationships with students.   

As a key person in a small team the Learning Support Officer must excel at working collaboratively 

with other staff to provide a learning environment that is creative, engaging and in which student 

learning outcomes are targeted and achieved. 

All tasks have anticipated outcomes and a number of these are measured though Key 

Performance Indicators in a Performance Review process. 

 

Working Hours School Hours are 8.55 to 3.05pm.  

Four School Terms are aligned to the NSW Public School calendar. 

 

Occasionally there will be additional hours to fulfil such as school events, which may be in the 

evenings or on weekends.  Staff may also be required to represent the School, at Macquarie 

Community College and other public events which may also, from time to time, occur after school 

hours.   

 

Annual Leave 

Annual Leave is in accordance with the applicable Modern Award. 

 

Annual leave for academic staff is to be taken during non-term time and does not accrue from year 

to year.  

 

During the non-term time when it is not your annual leave, it is expected that you will take some 

time out of the office where appropriate, to undertake administrative duties as necessary. 

 

Duties & 
Responsibilities: 

The Learning Support Officer will work closely with the Principal and our 2 classroom teachers to 

support: 

Whole-of-school culture 
 

 Ensure the integrity of the Gateway Community High philosophy and attainment of social 
purpose by articulating and living the values that underpin our vision. 

 Ensure a student-centred, outcomes focused approach is implemented to ensure that 
academic achievement and student wellbeing are progressed. 

 Work as a professional in a cooperative, collaborative, communicative and collegial 
relationship with other staff. 

 Be a champion of the School’s values and philosophies and our vision for our students. 

 Maintain excellent rapport with members of the School and College community – students, 
staff, parents/carers and stakeholders.  

 Actively engage with the Vision and Strategic Plan. 

 Undertake a personal commitment to the Code of Conduct and organisation-wide policies. 

 Actively promote the School within the wider community when possible. 
 

Curriculum, Teaching and Learning 
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 Understand and discuss the assistance required to enable students to meet their learning and 
personal goals 

 Provide targeted assistance relevant to a student’s Individualised Learning plan (ILP). 

 Assist with the coordination of learning activities for a group of students.  

 Implement parts of the program, as developed by the classroom teacher and provide 
feedback to the classroom teacher. 

 Where necessary, to write more detailed individual learning support plans/strategies with the 
classroom teacher and/or specialists (such as therapists) and deliver these to a student under 
the supervision of the teacher. 

 Monitor and record ongoing progress of student in their Individualised Learning Plan. 

 Assist as required in setting up and cleaning away equipment, attending to the needs of 
students, administrative duties, and any other tasks incidental  to  their  primary  contact role. 

 Liaise with colleagues to keep open channels of communication between the School, the 
student and their family and specialists. 

 Meet with colleagues, specialists and parents/carers to discuss progress of student(s). 

 Assisting the teaching staff with evaluating, adapting and maintaining resources to ensure 
relevance to the nature of our cohort in a Special Assistance School, the curriculum and 
appropriate pedagogical practices. 

 Utilising and integrating ICT resources as effective tools in the learning process. 

 

 
Student Safety and Wellbeing 

 Play a role in creating a supportive, respectful, safe and welcoming environment. 

 Help supervise students  - in class, between classes, during lunch and recess, and on 
excursions. 

 Contribute to the provision of high quality pastoral care, to ensure that all learning support, 
special education and whole of life needs are met, including contributing to case 
management and individual support of students as required. 

 Adhere to all child protection procedures and requirements including the role of mandatory 
notifier.  

 Ensure the effective management of all WH&S requirements within the individual 
workspace, the teaching environment and the wider School and College context. 

 Have a comprehensive understanding and working knowledge of the Wellbeing & 
Behaviour Frameworks. 

 Undertake ongoing training in dealing with and de-escalating serious student behaviours. 

 Help students to monitor and manage their behaviour to maximise learning opportunities 
for all. 

 Ensure students are aware of, and comply with, relevant Policies and Procedures and 
take necessary action when there is a breach. 

 

 
Administration and other duties 

 Assist the classroom teacher with the recording of student’s progress, engagement and 
other activities on at least a daily basis. 

 Maintaining efficient records and student information on database and as required. 

 Be actively involved in hand over, at the start of each session. 

 Attend whole of school, staff and family meetings where necessary. 

 Contribute to meetings of staff with ideas and suggestions for improved learning or well-
being outcomes for students. 

 Reporting to the Principal as required, in a structured meeting environment. 

 Adhere to policies and procedures relevant to staff. 

 Be involved in extracurricular activities of the College as required. 

 
This position description is not exhaustive.  Staff will be required to perform additional duties which 
may be reasonably required. 
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Key 
Relationships 

 

 Students 

 Principal 

 Colleagues - Teachers , Administration Staff;  

 Youth support/pastoral care/case management worker(s) 

 Parents and carers 

 Staff of the Macquarie Community College, including the CEO, CFO and those providing 
service and support to the School 

 Local community organisations and government agencies focused on youth engagement 
  

Application and 
Selection 
Process 

Applicants must meet the essential criteria (see below) 

Selection will be based on evaluation against the Essential Criteria for the role, interview and 

reference checks. 

 

Applications should be sent to HR@gatewaycommunityhigh.nsw.edu.au 

 

Applications should include a one-page cover letter addressed to Roger Ashcroft, 

Principal, Gateway Community High and attach a current CV outlining qualifications and 

relevant experience. 

 

Applications close: Sunday 3 January 2021 

Proposed Interviews:  w/c 4 January 2021  

Appointment commences as soon as practicable after 20 January 2021 

 

Essential 
Criteria: 

Essential employment requirements  

 Australian Citizen, permanent resident or relevant visa 

 Working With Children Clearance (WWCC)  

 Satisfactory national police check  
 

Experience, Skills and Commitment to Purpose 

 Understanding of how to engage, relate and work appropriately and sensitively with young 
people with a range of abilities, ambitions and backgrounds. 

 Previous experience in student support, preferably working closely with students that face 
challenges to full participation in their School education. 

 Proven capacity to understand the needs of learners that may have attainment below their 
age or Stage level, and apply appropriate learning support and encouragement of foster 
achievement and progression. 

 Proven capacity to effectively engage and work collaboratively with other staff, fostering a 
culture of serving others, professionalism, responsibility and collegiality in open 
communication. 

 Proven capacity to support the delivery of curriculum and programs in a relevant, 
meaningful and engaging manner. 

 Proven capacity to work collaboratively with others in the wider management of student 
wellbeing and development. 

 Understanding of and respect for cultural and other forms of diversity. 

 Strong skills in utilisation of ICT technologies and software, in particular, database record 
keeping. 

 Awareness of current trends in education and their application in the educational 
environment of a Special Assistance School. 

 Proven capacity to work strategically and effectively through challenges. 

 Excellent communication (oral and written) and interpersonal skills. 
 

Referees Applicants are asked to provide the names and contact details for at least 3 referees (2 

professional, 1 personal). 

 

 
Enquiries HR@ gatewaycommunityhigh.nsw.edu.au 

 (02) 8845 8835 
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