
 
 

 
School Services Officer - Daily Organiser/ Timetabler role at Monivae College 
 
Role Description 
 
Role Purpose 
A School Services Officer at Monivae College is responsible for contributing to the support of teaching 
staff and students in the care of the school and for participating in leading, developing and 
maintaining the ethos and character of this Catholic school established by the Missionaries of the 
Sacred Heart (MSC).   
 
Essential Criteria 

 Integrity and professionalism 

 An understanding of and value for MSC Spirituality 

 A value for the sacredness of each person and an attentiveness to the aspirations and needs 
of individuals 

 A strong work ethic 

 Excellent problem solving and solution focused skills 

 An ability and willingness to work effectively with others and as a member of a team 

 Effective communication skills 

 An ability and willingness to relate to members of staff as a professional with compassion, 
availability, and understanding to promote an atmosphere of family, friendship and collegiality 

 Appropriate technology and IT skills 

 Sound personal organisation including attributes of punctuality, appropriate grooming and an 
ability to meet work deadlines and targets 

 A commitment to undertake ongoing professional development 

 Experience in Education is desirable but not essential 
 
 

Daily Organiser – Role Description  
 
Generic Role  

1. To assist in maintaining the M.S.C. Vision and the Aims of the College. 
 

2. Ensure that all students enrolled, and any child visiting, have a right to feel safe and be safe. 
You will have a zero tolerance to child abuse. 
 

3. To be loyal to the school at all times and to promote the school in a positive manner. 
 

4. To be supportive of staff in a compassionate manner. 
 

5. To develop and maintain a team approach with teachers. 
 

Overall Task  
To organise the day to day running of the school, specifically: 
 

1. To cover absent teachers classes and employ Casual Relief Teachers (CRT's) when 
needed. 
 

2. To keep a record of staff absence and reasons to be passed on to the Business Manager 



and to liaise with the Principal and Deputy Principal to monitor staff absences. 
 

3. To inform the Business Manager of hours C.R.T's work. 
 

4. To be available for consultation with relevant coordinators of key events and be prepared to 
convene such meetings when necessary to organise staff and timetables for: 

 Cadet camp weeks staffing 
 

5. To allocate extras and replacement classes. 
 

6. To keep detailed electronic database records of extras, replacements. 
 

7. To keep detailed electronic database records of all staff absences from their normal class. 
(e.g. illness, excursion, PD, camp etc) 
 

8. To forward staff absence details to the pay office each week. 
 

9. To organise room changes as required. 
 

10. Maintain and input data onto the CEO’s Student Activity Locater (SAL). 
 

11. Provide a bulletin of upcoming weekly events and staff Professional Development. 
 

12. Be an active member of the Administration Team. 
 

13. Report directly to the Deputy Principal. 
 

14. Work with the Deputy Principal in regards to any requirements of the organizational program, 
EMS360. 
 

15. To assume other responsibilities as directed by the Principal. 
 
 

Timetabler – Role Description  
 
1. To set up and maintain the timetable each semester under the direction of the timetable committee 

comprised of the Deputy Principal, Director of Studies and Director of Students. 
 

2. To provide the timetable committee with adequate information on subject blockings to allow them 
to prepare tentative teacher allotments. 

 
3. To follow the timeline for timetable preparation each semester as prepared by the timetable 

committee. 
 
4. To publish and disseminate the timetable each semester as changes are made. 
 
5. To allocate rooms, ensuring specialist rooms have maximum appropriate use. 
 
6. To advise the Director of Studies where there needs to be an adjustment to allotments. 
 
7. To prepare and publish teacher allotments, ensuring teachers have a copy of their final allocations 

within the timeline stipulated by the Director of Studies. 
 
8. To prepare and publish supervision rosters (eg yard duty, bus duty, wet weather duty) based on 

student supervision requirements provided by the Timetable Committee. 
 

9. Ensure that all students enrolled, and any child visiting, have a right to feel safe and be safe. The 
wellbeing of children in your care will always be your first priority and you will have a zero tolerance 
to child abuse. 



 
10. To assume other duties as directed by the Principal. 


