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Position Description

	Position Description

	Unit Number:
	
	Unit Name
	Human Resources Unit

	Classification
	MO Level 2
	Position Title:

	Administration Officer

	Subject/Duties (GA):
	Project Role
	Level
	MO2

	Begin Date:
	August 2026
	End Date:
	24 December 2026

	Regular/Temporary:
	Temporary
	Hours:
	38

	Reference #:
	
	Contact Name:
	Belinda Too

	Phone/Email:
	belinda.too@education.vic.gov.au
	Website:
	https://www.ssms.vic.edu.au/

	Apply By:
	19 July 2026 via https://www.ssms.vic.edu.au/
	Other Information:
	https://vcaa.vic.edu.au/About-us/Pages/WorkWithUs.aspx#direct



	Location Profile:

	
The Victorian Curriculum and Assessment Authority (VCAA) is a statutory body established under the repealed Victorian Curriculum and Assessment Authority Act 2000 which continues to operate under the Education and Training Reform Act 2006 (the Act).

The VCAA oversees the delivery of, and conducts assessment for the VCE, including assessments of students undertaking accredited senior secondary courses. 
About the Division
The Corporate Services Division provides products and services to internal and external clients. We also provide support for Board members and those schools using Victorian Assessment Software System (VASS) and on-demand testing applications.
About the Unit
The Human Resources unit advises on recruitment, employee entitlements, and health and safety. They report on organisational trends and pay employees.
The advertised role is located in the Victorian Curriculum and Assessment Authority.  The VCAA Human Resources unit sits within the Corporate Services Division.
About the Area
VCAA Human Resources unit has approximately 10 staff and we work as a collaborative team, with consultants, internal business units, Assistant Manager and a Manager.
VCAA Human Resources’ client groups are:
· The Curriculum Division 
· The Assessment and Reporting Division
· Corporate Services Division
· Senior Secondary Certificate Reform Division

This role is a fast paced role with changing and competing priorities
Core consultancy undertaken via phone and email rather than face to face
Peak periods of work saturation – during pay calc weeks (fortnightly) and during peak recruitment periods as needed.
The HR Unit is responsible for:
· Coordination between teams within the organisation and the department of education who are responsible for actioning the requests. 
· This includes advertising roles, following up on appointment processes and everything in between. 
· Support recruitment including but not limited to PD development & merit issues
· Advertising of positions EOI/JSE/Concurrent
· General HR policy and advise 
· Position management
· PDPs
· General payroll questions
· Workforce planning




	 Role Purpose

	The Administration Officer - works as part of the team and assists the unit with Administration tasks associated with recruitment, appointment and payment related activities. 



	Responsibilities

	The Administration Officer is responsible for (but not limited to):
· Assisting with the recruitment, appointment and payment activities
· Processing and auditing associated with travel including Hire car, accomodation, and flight bookings, reimbursements, processing personal vehicle forms and allowances. 
· Handling phone calls through our dedicated HR phone line.
· Delivering general administrative support as needed.



	Attributes

	The Administration Officer will:
· be driven, enthusiastic and able to set high standards in your work performance
· be a collaborative team player with a "can do" attitude
· have a willingness to learn and ability to adapt to changing priorities
· have strong attention to detail and the ability to follow instructions accurately and thoroughly



	Other Information:

	· The incumbent must declare any close relations and associations with a student or teacher (spouse/partner, sibling, child, grandchild, niece/nephew) either teaching the study or enrolled as a VCE and/or VET student in 2025.
· The incumbent must not have accepted a voluntary resignation or career transition package, e.g. Voluntary Departure Package (VDP), Voluntary Separation Package (VSP), Resignation Incentive Scheme (RIS) from a Victorian Government agency or department within the last three years.
· The incumbent can expect to be allocated duties, not specifically mentioned in this document, but within the capacity, qualifications and experience normally expected from persons occupying positions at this level. The incumbent will be based at a primary location of work at the VCAA Assessment Centre, Coburg but may also work at other locations as required.
· The incumbent shall carry out duties in accordance with legislation and governance requirements, policies and procedures, safety principles, code of conduct for Victorian public sector employees, and Victorian Public Sector Values
· All employees of the VCAA are required to have a current and satisfactory DE NCHRC, WWC or current VIT registration before they commence working with the VCAA



	Who May Apply:

	Individuals with the aptitude, experience and/or qualifications to fulfill the specific requirements of the position.

VCAA is committed to building a diverse and inclusive workforce and strongly encourages applications from people of diverse backgrounds, including Aboriginal and Torres Strait Islanders and people from culturally and linguistically diverse backgrounds.



	EEO AND OHS Commitment:

	Applicants seeking part-time employment are encouraged to apply for any position and, if they are the successful candidate, request a reduced time fraction. Such requests will be negotiated on a case-by-case basis and will be subject to the operational requirements of the VCAA.
We are committed to the principles of equal opportunity, and diversity and inclusion for all. We value diversity and inclusion in all forms - gender, religion, ethnicity, LGBTIQ+, disability and neurodiversity. Aboriginal and Torres Strait Islander candidates are strongly encouraged to apply for roles within the VCAA. The VCAA recognises that the provision of family friendly, supportive, safe and harassment free workplaces is essential to high performance and promotes flexible work, diversity and safety across all our workplaces. It is our policy to provide reasonable adjustments for persons with a disability.  Workplace adjustment guidelines.




	Capabilities:

	Personal Attributes
· Working Collaboratively: Cooperates and works well with others in pursuit of team goals. Shares information and acknowledges others’ efforts. Guides others to create a culture of collaboration; Identifies, and works to overcome, barriers to knowledge or information sharing; Identifies opportunities to work with other teams to deliver outcomes

Meaningful Outcomes
· Continuous Improvement: Contributes ideas toward improving the effectiveness of own work. Understands and delivers against the standards of quality and effectiveness and maintains this when faced with time pressure.

Enabling Delivery:
· Problem Solving: Seeks resolution of problems through policy or process guidelines. Seeks guidance and uses logic to reason through problems.
· Project Delivery: Executes work tasks against project plan. Follows instructions and prioritises urgent tasks. Translates strategies into programs or projects that enables achievement of outcomes require; Monitors progress of tasks against plans and takes corrective action when required
· Partnering and Co-Creation: Builds and maintains partnerships to achieve objectives; Builds team commitment to co-creation by demonstrating personal commitment; Builds trust in partnerships through timely and quality delivery of outcomes; Facilitates discussion and navigates differences of opinion to reach decisions.

Authentic Relationships
· Interpersonal Skills: Polite, professional, and considerate when dealing with others. Sees things from another’s point of view and confirms understanding; Understand motivations, needs and wants of stakeholders and their impact on service delivery; Tailor communications according to audience and/or audience preference



	Selection Criteria:

	Criterion 1: Demonstrates the ‘Victorian Public Sector Values’ of Responsiveness, Integrity, Impartiality, Accountability, Respect, Leadership and Human Rights. 
Criterion 2: ‘Working Collaboratively’ – please see the Capabilities section above for more detail.  
Criterion 3: ‘Partnering and Co-Creation’ – please see the Capabilities section above for more detail.
Criterion 4: ‘Project Delivery’ - please see the Capabilities section above for more detail.
Criterion 5: ‘Interpersonal Skills’ - please see the Capabilities section above for more detail.



	Child Safe Standards:

	The VCAA actively promotes the safety and wellbeing of all students, and all VCAA staff are committed to protecting students from abuse or harm in the school and corporate environment, in accordance with their legal obligations including child safe standards.  VCAA Policy: [image: ] Child safe policy and [image: ] Child safe code of conduct.


	
	DE Values 

	The department's employees commit to upholding the department's Values: Responsiveness, Integrity, Impartiality, Accountability, Respect, Leadership and Human Rights. The department's Values complement each school's own values and underpin the behaviours the community expects of Victorian public sector employees, including those who work in Victorian Government Schools. Information on the department values is available at:
https://www2.education.vic.gov.au/pal/values-department-vps-school-employees/overview



	Conditions of Employment

	· All staff employed by the VCAA have access to a broad range of employment conditions and working arrangements.
· Appointment of successful applicants will be made subject to a satisfactory pre-employment conditions check.
· A probationary period may apply during the first year of employment and induction and support programs provided.
Detailed information on all terms and conditions of employment is available on the VCAA's Human Resources website at Letter of Offer of Employment - Terms and Conditions

All casual employees employed by the VCAA will operate under the Ministerial Order 1451 (MO) which specifies the terms and conditions for all VCAA employees. All rates and conditions of employment are set out in the stated Ministerial Order.
If you have an employment limitation with the DE, you will need to advise HR VCAA immediately via email: vcaa.hr@education.vic.edu.au
Note: The employment limitation may impact your ability to commence working with us. For more information (copy and paste this link into your browser): Suitability for employment policy
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