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Job Description for Community Advancement

Events and Catering Assistant -1

Our Vision

Seeking the Kingdom of God in Education

Our Mission

We provide Parent-governed, Christ-centred schooling with learning experiences that challenge each
student to actively live for God in His world, while partnering with Christian parents in the nurture of their
children at a price affordable to those who are committed.

Preamble

Mount Evelyn Christian School’s (MECS or “the School”) educational objectives are encapsulated in the
School’s Mission and Vision and more specifically in the Educational Creed (which seeks to describe a
biblical world-view underlying Christian teaching and living). The School is a member of the umbrella
organisation Christian Education National (www.cen.edu.au).

The heart of employment arrangements is to establish a dynamic, Christ-centred and mutually supportive
framework between the Community Advancement Events and Catering Assistant and the School (through
its appropriate leadership personnel) to assist in the ongoing establishment and furtherance of its mission
and vision.

The relationship between the School and the Community Advancement Events and Catering Assistant shall
be characterised by love, humility and service as taught in the Scriptures. Both share a common mission
and a confidence that each will act in the best interests of the other in order that God's Kingdom may be
advanced.

Employment arrangements between the School and the Community Advancement Events and Catering
Assistant presuppose a biblical view of all offices which allows every person, by virtue of being a
representative of God, to hold one or more offices to serve the lord, and for which special competence has
been given by the Lord. All such offices acknowledge an appropriate God given authority, which is also
recognised, respected and upheld by the school community. These arrangements also presuppose that
such arrangements between Christians shall reflect the commitment to one another’s welfare, sense of
justice and desire to encourage what is taught in the Scriptures. These arrangements are between brothers
and sisters in Christ, who recognize the gifts and roles of one another, and who desire that these gifts and
roles can be exercised confidently and effectively for the benefit of the whole community.

Primary Task

The Community Advancement Events and Catering Assistant is called to serve in their office under the
Lordship of Christ, faithfully executing the responsibilities detailed in this description. They should
understand the direction of the school (as articulated by the Board) and serve within the authority of the
Community Advancement Assistant’s office to assist in the realisation of this direction.

The Community Advancement Events and Catering Assistant’s primary task is to support & take
direction from the Community Advancement Coordinator as his or her assistant.
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Job Details
Responsible to:
Time Fraction:

Holidays:

Conditions:

The Community Advancement Coordinator
15 hours per week (over 3 days) plus additional hours as required

4 weeks annual leave taken only in school holidays and 6 weeks leave without pay
in school holidays

Level 3 under the Educational Services (Schools) General Staff Award 2020, and the
National Employment Standards (NES) within the Fair Work Act 2009

Responsibility

Tasks Included

Build Community

e Take direction from the Community Advancement Coordinator, attending to tasks
like community cook ups, distribution of meals, keeping track of those that
require support in community.

Event Support & e Asdirected by the Community Advancement Coordinator:
Logistics Assist with the preparation, set-up, and pack-down for school events such as:
o New Parents’ Dinner - first term of each school year
o ‘Welcome Back’ Morning teas
o Graduation events - involvement as required
o Grandparents’ Days
o Open Days
o Alumni gatherings
o AGMs and EGMs
o Parent Evenings
o Parent Teacher Interview nights
o Productions
o Music / Art Expos
o Parent Seminars
e Assist with room layout, furniture movement, signage placement, and event
styling as directed.
e Ensure event spaces are clean, organised, and ready prior to use.
e Other duties as required
Catering o Asdirected by the Community Advancement Coordinator assist with the following

tasks:

o Support the preparation and presentation of food and drinks for staff, student,
and community events.

o Assist with portioning, plating, and arranging catering whether prepared onsite

or delivered.

Maintain hygiene, cleanliness, and safe food-handling practices at all times.

Set up tea/coffee stations, beverage tables, and hospitality areas as required.

Maintain staff dietary requirements google doc.

Maintain catering equipment and supplies in an orderly manner and replace
when necessary.

o Astime allows, prepare and bake a variety of foods for future events

o O O O
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Hospitality e Provide warm, professional hospitality to staff, parents, students, and visitors.

e Asrequested, assist with serving food and beverages during events.
e Respond to event-related enquiries courteously and direct people appropriately.

Compliance & e Ensure compliance with workplace health and safety requirements, including safe

food-handling standards.

e Follow school policies and procedures, including child safety and mandatory
reporting obligations.

e Contribute to risk assessments for events where required.

Administration e Asrequested, order supplies and catering for events including sausage sizzles, and
and Coordination general catering
Support e Restock supplies for the Community Storeroom including tea, coffee, biscuits,

water, paper goods etc
e Order weekly supplies for staff rooms, including managing delivery, packing away
e Asrequested, order supplies for other departments including but not limited to
First Aid, Well Being Team, Faith Leadership Team, Teachers

e Participate in the Administration team’s Staff Development & Appraisal program
e Nurture all aspects of personal well-being.

Personal Growth e Demonstrate excellent inter-personal and communication skills.

e Demonstrate resiliency, flexibility and the ability to self-reflect in the course of
their duties.

Personal Attributes

The Community Advancement Events and Catering Assistant must:

be friendly and welcoming

demonstrate initiative

demonstrate very high-level attention to detail
work well under pressure

respect confidentiality

The Community Advancement Events and Catering Assistant must possess the following:

a passion for the vision and mission of MECS and have a detailed knowledge of the organisation
effective communication skills

strong organisational and time-management skills.

ability to work efficiently and flexibly, especially during busy event periods.

strong interpersonal skills

the physical capability to lift, move, and set up event equipment and furniture.

Effective computer literacy skill and working knowledge of the Microsoft Office Suite
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