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Position: VET Coordinator Reports To: Director – Teaching and 
Learning 

Department/Group: Careers, Vocational Education 
Training (VET) 

Location: Geraldton 

Classification: Administration and Technical 
Officer 

Level: 

Salary Range: 

3.4 – 3.6 

$62,557 - $65,147 

Commencement 11 October 2019 End Date 12 October 2020 

Industrial Instrument: Western Australian Catholic Schools Non-Teaching Staff Enterprise Bargaining 
Agreement 2014 (EBA) 

 

OUR PASSION  

Nagle Catholic College is a progressive educational leader, providing high quality, research-based learning 
experiences and life-forming opportunities. The College strives to ensure success for every single student. 
The goal is to identify a child’s strengths and aspirations and create the best opportunities for them to 
thrive. 

 

Outside of the curriculum, we aim to help each student gain confidence, form friendships and be prepared 
to take their place in the world. Faith plays and important part in the College and the Christian values of the 
founders are observed in the everyday life of the College. 

 

OUR MISSION 

To enable our students to develop fully and empower them to make a positive contribution to society. 

 

OUR MOTTO 

For Others – is the College motto and it encourages student to take time to put others first. 

 

OUR VALUES 

The College has identified five values which draw inspiration from Venerable Nano Nagle and Blessed 
Edmund Rice, which articulate the mission of Nagle Catholic College. 

 

Connected to the Spirit  

Nano Nagle was born in County Cork, Ireland. At that time, if you were of the Roman Catholic faith you were 
banned from receiving an education. Nano was sent to France to be educated. Sometime after her return to 
Ireland, a series of events influenced her to set up a school and begin ministries to meet the needs of the 
poor and the sick. 

 

Edmund Rice was a member of a wealthy family. He lost his wife shortly after she gave birth to his 
handicapped daughter. Some 15 years after Nano had begun her work, Edmund divested himself of his 
business interests to enable him to set up schools for young boys. 

 

It is reasonable to assume that both people Nano and Edmund did not suddenly come to a decision to radically 
change their lives. Rather, the decision to alter the direction of their lives, most likely came as a result of 
listening to their spirit within. No doubt, they saw things in daily life which would have challenged their belief 
structures. They would have wrestled with the decision of how to respond as they searched for the purpose 
of their life. They were open to the promptings of the heart, they were connected to the spirit within. 
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Presence 

Nano and Edmund built relationships by being present to people in ways that showed that they deeply cared 
for them. They made time to establish relationships by being present to people. They sought to immerse 
themselves in the lives of young people by going out to meet them in their own space and in their own culture. 
They created opportunities to become involved in the lives of young people through their regular presence 
among them. 

 

Audacity 

Nano broke the law. She established schools when they were forbidden. She started the Presentation Sisters 
who would one day send people to Geraldton to establish schools throughout the region. This was a visionary 
and audacious approach to living.  

 

Edmund was a wealthy businessman. He divested himself of his business interests to enable him to 
concentrate on setting up schools for those in need of education. He established the Christian Brothers who 
would one day send people to Geraldton to establish Saint Patrick’s College and other schools in the region. 
He too, had a visionary and audacious approach to living.  

 

In their own unique ways, both Nano and Edmund actively sort to right the injustices of their time and to 
assist those most in need.  

 

Compassion 

The work of Nano and Edmund is centred upon responding to the needs of those less fortunate than 
themselves. They were moved to out of compassion for others to give of their material goods and to give of 
their life, so that others would benefit. Their compassion is enshrined in the motto of Nagle Catholic College 
“For Others.”  

 

Love of Work 

The work of Nano and Edmund for the poor became not only their work but their purpose for life. Their 
motivation was the desire to help others. They were definitely not motivated by money and they remained 
steadfast to this work throughout the remainder of their lives. Their dedication and enthusiasm inspired 
others to also be of service. Their work became both a labour of love and a prayer at the same time. 

 

Nano and Edmund showed the importance of being ready to “roll up your sleeves” and be prepared to do 
whatever is needed for the sake of the mission. Their passion was always to be of assistance to others. They 
set an example of being generous of heart and constant in their daily work. 

 

ROLE DESCRIPTION 

The Vocational Education Training (VET) Coordinator’s role is to establish and oversee the delivery of VET 
programmes according to staff skills and school resources. The VET Coordinator works collaboratively with 
the Director – Teaching and Learning and Teachers to ensure the delivery of the VET program. The VET 
Coordinator facilitates collaboration with parents, business and industry, post-secondary institutions and 
community organisation to support students’ transition to post-secondary education and employment. The 
role includes the management of work placements (Workplace Learning). 
 
This position is full time, Monday to Friday. Hours of work are from 8am until 4pm, with flexibility in order 
to meet requirements of the position and College needs. 
 

ROLES AND RESPONSIBILITIES 

Leadership  

- Embrace and promote our motto and values throughout the College and the wider community. 
- Adopt a team approach to support the work, cooperating closely with team members in order to 

ensure the provision of a high-quality service. 
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- Engage in activities and behaviors that actively promote the development of a position and 
organisational workplace culture in line with the values of Nagle Catholic College. 

- Role models respectful and professional behaviour within the work environment at all times 

displaying leadership, initiative, openness, honesty, integrity and transparency. 

 

VET Curriculum and Students 

- Investigate, establish and oversee the delivery of VET programs according to staff skills and school 
resources informed by research on employability. 

- Review and validate VET programs with Registered Training Organisation (RTO) and Director – 
Teaching and Learning. 

- Promote to students, parents and staff the value of VET and Endorsed programs for students from 
Year 10 – 12 in WACE achievements. 

- Revise as needed to provide individual student pathways. 
- Provide information to the College community regarding VET opportunities for students. 
- Promote and support the integration of VET to Senior School studies. 
- Ensure semester teaching programs meet course requirements and are completed according to 

required timeframe by VET teachers. 
- Facilitate and ensure relevant induction for VET teachers. 
- Coordinate the delivery of VET professional development for teachers. 
- Ensure Workplace Learning opportunities are provided and monitor student placement and 

achievement. 
- Career counselling with students, parents and staff. This includes assisting students to select 

appropriate academic and VET courses and providing advice to staff where appropriate. 
- Assist students with post-secondary education and employment opportunities. 
- Coordinate the Work Experience Program. 

 

VET Administration and Data 

- Coordinate, monitor and ensure accurate enrolment, assessment and achievement data for all VET 
courses. 

- Ensure VET enrolment, results and qualifications data meet School Curriculum and Standards 
Authority (SCSA) deadlines. 

- Oversee the validation of course delivery and assessment standards between VET teachers and the 
RTO’s. 

- Supervise certification processes for VET courses. 
- Create, update and maintain internal VET documents. 
- Work with key members of the leadership team to plan for annual VET offerings. 
- Oversee the WPL team and provide support to the team as required. 
- Manage VET program within the operational budget allocated. 
- Ensure VET Funding Application is submitted to Catholic Education Western Australia (CEWA) on 

time. 
 

External Agencies and Partnerships 

- Establish and maintain connections with external agencies to provide training and employment 
links. 

- Establish School Based Apprenticeships and Traineeships and structured work placements for VET, 
Workplace Learning, and post school transition students. 

- Regular communication with RTOs, VET in Schools Consulting Services, Group Training, Australian 
Apprenticeship Support Network (AASNs), organisations, industry groups, employers and 
community employment support agencies. 

- Attend professional development activities and local network meetings to provide up to date 
information for the Director – Teaching and Learning, students, parents and VET teachers. 

- Establish and maintain partnerships and communication with other schools, businesses, 
professional organisations, local servicers and employers to provide access to information and 
employment opportunities for students. 

- Serve as liaison with business, industry, education and military community. 
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- Publicise partnership resources. 
 

Continuous Improvement 

- Contributes to continual improvement processes, including identifying where improvements to 
processes / service can made, fostering an ethos of improvement for the College. 

- Consistently work on own personal and professional development. 
- In consultation with Management identify training needs and opportunities to attend professional 

development, training, workshops or on the job training/learning relevant to the role. 
- Actively shares expertise and experiences with other team members through team meetings and on 

the job training. 

Occupational Health and Safety 

- Comply with legislated Occupational Health and Safety (OHS) practices and participate in 
consultative processes. 

- Observe safe work practices in accordance with College policy, training and instructions. 
- Identify, report, and where appropriate action risks/hazards in order to eliminate or mitigate 

against the risk recurring (Risks arising in the workplace may be financial, site, task or person 
specific or related to safety). 

- Promote and implement OHS and risk mitigation processes within the College. 

 

Other Responsibilities 

- Personal presentation in line with the College standards and values. 
- Performs additional duties as required.  

KEY PERFORMANCE INDICATORS 

Leadership 

- Effective leadership, as indicated by behavior and performance that is consistent with the motto 
and values of Nagle Catholic College. 

- Demonstrates a high standard of conduct professionally and ethically. 
- Evidence of working in collaboration with other team members. 

 

VET Curriculum and Students 

- Evidence of high quality, researched VET programs available for delivery to students. 

- Evidence of VET programs being reviewed and validated with RTO and Director – Teaching and 

Learning. 

- Evidence of promotion of VET programs to students, parents and staff including organisation of a 

VET information evening 

- Evidence of information regarding VET opportunities being provided to the College Community. 

- Evidence of monitoring and ensuring that teaching programs remain on track, collect required 

evidence and meet submission deadlines.  

- Evidence of the provision of Workplace Learning provided to students, monitoring of students’ 

placement and achievements. 

- Evidence of the provision of career counselling to students, parents and staff. 

 

VET Administration and Data 

- Accurate enrolment, assessment and achievement data collected for all VET programs. 

- VET enrolment, results and qualifications data submitted to School Curriculum Standards Authority 

on time. 

- Evidence that certification is completed on time to meet set deadlines. 

- Evidence of oversight and support provided to the Workplace Learning team. 

- VET funding application submitted to CEWA on time. 

- Evidence that VET program budget managed efficiently and effectively. 
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Reviewed By: Muneen Niemeyer, Deputy – Teaching and Learning 

Approved By: Rob Crothers, Principal 

External Agencies and Partnerships 

- Evidence of established and maintained professional relationships with external agencies, 

organisations, businesses and other schools. 

- Evidence of School Based Apprenticeships and Traineeships, work placements and Workplace 

Learning. 

- Evidence of regular communications with RTOs VET in Schools Consulting Services, Group Training, 

Australian Apprenticeship Support Network (AASN’s), organisations, industry groups, employers 

and community employment support agencies. 

- Evidence of attendance at professional development activities and local network meetings. 

Continuous Improvement 

- Demonstrated commitment to own person and professional development and attends courses, 
training, workshops and on the job training as identified in conjunction with Manager. 

- Demonstrated contribution to continual improvement processes. 
- Actively engages and participates in team meetings and on the job training. 

 

Occupation Health and Safety 

- Takes responsibility for health and safety in the workplace, ensuring that all work practices are 
carried out in a safe manner as possible. 

- Evidence of practice of self-care strategies and applies safety procedures in all work practices. 
- All duties are conducted in line with College policies and procedures, relevant legislation and 

standards to minimize risk to students, visitors and self. 

SELECTION CRITERIA 

Essential 
- Certificate IV Training and Assessment or other relevant qualification. 
- Well-developed interpersonal, verbal and written communication skills with the ability to develop 

collaborative, professional relationships with all levels of the College community, including 
management, staff, students and visitors.  

- Demonstrated knowledge and understanding of Occupational Health and Safety. 
- High level of computer literacy particularly in the use of Microsoft Word, Outlook and Excel and an 

ability to develop new skills in the use of other computer systems.  
- Ability to be self-motivated and competently under moderate direction to achieve objectives 

within timeframes and deadlines. 
- Ability to act independently and as a member of a small team, including an ability to set priorities 

and take appropriate action.  
 

Desirable 
- Previous experience working in the VET Sector. 
- Certificate IV in Career Development 

ESSENTIAL REQUIREMENTS 

- Valid Western Australian C class license  
- Working with Children Card 
- Nationally Coordinated Criminal History Check (or willingness to obtain this) 
- Be legally entitled to work in Australia with proof of Australian Birth, Citizenship or residency visa 

details. 
- Accreditation to Work in a Catholic School (or willingness to obtain this) 

REVIEW AND APPROVAL 
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SIGNATURES 

I have read and understood this position description. 

 

________________________________   _____________________ 

Incumbent Signature     Date 

 

________________________________   _____________________ 

Principal Signature     Date 

 

 

CLOSING DATE: 4PM MONDAY 12 AUGUST 


