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Set on an outstanding campus on the northern Gold Coast,
Saint Stephen’s College is a Prep to Year 12, co-educational
Christian school, known for its diversity, where every
student is respected, heard and develops the integrity and
responsibility to serve others.
A future-focused College, grounded in Christian values,
Saint Stephen’s College exists to develop young minds to be
inquisitive and pioneering.
Renowned for teaching excellence, and for driving education
forward, our team is exceptionally supportive and encouraging
and our students graduate as self-directed, determined,
courageous and skilful young men and women of substance.
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ABOUT US

At Saint Stephen’s College, we have a strong set of values that underpin
everything we do, not only as an educational institution, but also as a
communty.

PERSEVERANCE
RESPONSIBILITY
INTEGRITY
DIVERSITY
EMPATHY
Our Vision
Saint Stephen’s College is a learning community centred on Christian
principles. We strive to develop self-directed, determined, courageous
and skilful young men and women of substance who will make a positive
difference to their communities now and in the future.

Our Value Proposition
Saint Stephen’s College is the choice for families who want a dynamic,
future-focused education, delilvered by an award-winning team.
These families enjoy the benefits of a leading independent school without
losing the joy, energy and warmth of a small school.
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STRATEGIC DIRECTION
Pursuing Success
Saint Stephen’s College provides
contemporary, personalised learning
experiences that develop agile and resilient
students of character who lead purposeful
lives

Empowering Students
Saint Stephen’s College empowers students
to be positive, confident and mindful young
people, both in their interactions with
others, and in the way they understand and
care for themselves

Living Globally
Saint Stephen’s College values cultural
diversity, where learning experiences and
relationships allow our College community
to appreciate and explore a world far greater
than their own

Reaching Beyond
Saint Stephen’s College students engage
willingly and positively with the College and
wider community; past, present and future
striving to build a fair, supportive and
inclusive community

Enacting Stewardship
Saint Stephen’s College nurtures the opportunities and wellbeing of current and future
students by the responsible and sustainable
use of our facilities, resources, people and
environment

Inspiring Staff
Saint Stephen’s College aims to attract,
develop and retain staff who are the best in
their field and work collaboratively to
enhance the experiences of those with whom
they interact
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BUSINESS

MANAGER
The Business Manager is responsible for fulfilling the role of
Company Secretary and leading the financial and commercial
operations of the College. The position oversees all governance
arrangements and is accountable for the full range of accounting
and financial services, facilities, grounds, and commercial
administration of the College.
In consultation with the College Principal, Board and Senior
Leadership Team, the Business Manager will provide strategic
leadership and effective management by leading a capable team
to maintain and enhance a resourceful, cohesive, financially
robust, well respected, and effective educational environment
which reflects the ethos, values, and vision of Saint Stephen’s
College.
Specifically, the Business Manager will:
Collaborate with senior leaders to contribute to the objectives
of the College as they relate to organisational planning,
strategic development, implementation, as well as performance
management and reporting
Manage the day-to-day requirements of the various business
and operational functions of the College
Oversee/manage significant projects in support of the
College’s educational objectives
Ensure optimised systems, processes, and service delivery
from available resources
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The Business Manager reports to the Principal for financial management,
property operations and various business functions, including external
service providers across the College.
As Company Secretary, the role reports to the Chair of the College Board.

DIRECT REPORTS
Accountant, Payroll Officer, Director of ICT, Property Manager,
College Nurse, Uniform Bookshop Coordinator, Compliance and
Workplace Health and Safety Officer.

KEY LIAISONS
The Business Manager has formal and informal interactions with the
extended leadership team, staff, parents, regulators, community
stakeholders and external providers. The Business Manager builds and
maintains key relationships with the College bankers, auditors, architects,
and insurers.

DUTIES
A summary of duties include but are not limited to:

Company Secretarial
Collaborate with the Principal and the College Board in relation to
corporate governance matters
Ensure that governance frameworks and strategies are in place, and that
due diligence regarding the policies of the College is followed

Governance
Attend all Board and Sub-Committee meetings
Liaise with auditors, lawyers and insurers
Prepare Capital Government Grant Applications
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Strategic Leadership and Planning
Work with the Principal, as a member of the Senior Leadership Team, to deliver the College’s strategic
intent in accordance with the College’s values
Be responsible to the College Principal and the College Board for the management of all administrative
and support activities as relevant to the responsibilities of direct reports
Develop objectives for the College’s financial, facilities and buildings and general administration priorities
Model the College’s values of Perseverance, Responsibility, Integrity, Diversity and Empathy (PRIDE)
Support the College Principal in the day-to-day operations of the College. This includes (but is not
confined to):
o
o
o
o
o
o
o

business planning
financial management
non-teaching personnel management in consultation with the College Principal and Deputy 		
Principal
oversight and general management of information technology services and resources
oversight of catering support
general infrastructure management
collaborating closely with the senior staff to determine what resources are required to
successfully deliver approved educational services

Actively promote and oversee the health and safety programs of the College and Chair the Workplace
Health and Safety Committee

Financial and Business Management
The Business Manager has responsibility for, and oversight of:
Financial modelling, financial planning and the preparation of budgets in consultation with the Finance
Committee, the College Principal, and senior staff
The control of income and expenditure - including the collection of fees, debt collection and
monitoring of the budget and annual cash flow in line with accepted business practice
All bookkeeping and accounting procedures, including ensuring the adequacy and efficiency
of the accounting and payroll software
The College’s borrowing program and investments in such a way as to best serve the interests
of the College
All insurance policies and asset registers
Commonwealth and State funding arrangements to ensure that the most effective levels of
recurrent and capital government funding for the College is received
Compliance arrangements in areas such as PAYG, FBT and GST and general Australian taxation
requirements. The Business Manager will act as the Public Officer of the College for these purposes
The preparation of statutory and government returns in a timely fashion
The financial oversight of all aspects of the College including the Early Learning Centre, Out of Hours
School Care, Cafeteria, Uniform and Bookshop as well as any other venue hire arrangements/community
hire functions
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Commercial Operations
Provide leadership and executive oversight of
commercial retail and catering operations
Oversee all agreements with contractors including
memorandums of understanding, venue hire agreements
and heads of agreements

Project Management, Grounds and
Maintenance
Oversee the day-to-day operations, maintenance and
security of facilities
Coordinate and manage building projects, including
preparation of architectural plans, and obtain planning
and building permits and approvals

Staff
Provide leadership in support of all aspects of the
College’s commitment to being an employer of choice.
This will include selection and recruitment, capacity
building, performance management, coaching and
mentoring of direct reports
Collaborate with team members to develop and
execute goals consistent with the annual operating plan
and Strategic Direction of the College
In consultation with the College Principal, the College
Board, and the Director of Human Resources and others,
contribute to the negotiation of terms and conditions of
employment as relevant to the enterprise agreement
Manage Workcover and workplace rehabilitation and in
collaboration with the Director of Human Resources
Manage the administration of salaries, superannuation,
negotiated payments/wages, allowances, and contractor
payments with oversight of payroll and accounts payable
Ensure compliance with employment laws, industrial
instruments and regulatory processes
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Community and Events
Promote
a sense of community, including respect for
			
international and cultural groups, and participate in
meetings and events as required

Other
		
All employees of Saint Stephen’s College are required to:
Demonstrate, follow, and support the policies and
procedures of the College
Commit to work within and support the Christian ethos,
mission, and values of the College
Maintain a degree of flexibility in working hours from
time to time as required for the position
Accept that the College reserves the right to modify the
position to meet its operating needs
Comply with the Work Health and Safety Act 2011, the
Work Health and Safety Regulation 2011, codes of
practice and other safety guidance material

SKILLS AND
ABILITIES
Positive, solution-focused attitude when managing
complex situations
Excellent project management, communication and
organisational skills, and ability to manage varied and
conflicting demands to agreed standards and timelines
Demonstrated ability to develop strong internal and
external relationships using advanced communication and
interpersonal skills
An ability to work within and understand financial
parameters
Analytical skills, modelling and problems solving skills
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PERSONAL AND PROFESSIONAL
ATTRIBUTES
Leadership that is visionary, progressive and self-demonstrated
Compassion, empathy and approachability with direct reports, all staff, students, and parents
Ability to foster innovation and implement modern management techniques
Ability to maintain a high level of confidentiality

QUALIFICATIONS
CA or CPA membership including competencies in relation to Financial and Management Accounting, Tax,
Financial Systems, Relevant Regulations, Corporate Governance and Company Secretarial.

EXPERIENCE AND SCREENING
Experience in financial management and corporate governance
The successful candidate will be subject to satisfactory employment screening for child related
employment in accordance with the law
It is a requirement that all non-teaching staff of the College hold a current Blue Card before starting in the
position

SELECTION CRITERIA
Demonstrated experience in accounting and business regulations with a relevant degree qualification
Current knowledge of finance, accounting, government funding, taxation, compliance, and risk, WHS,
governance and other relevant regulations
Experience in a client facing or similar role, with demonstrated ability to meet budget, adhere to
timelines, effectively communicate with clients, manage projects, and resolve issues as they arise
Demonstrated capability in leadership and management including the ability to plan strategically and
contribute to whole of organisation goals
High level of initiative and the capacity to manage complex and competing priorities to serve the
intended organisational outcomes
A high level of proficiency in information technology, including Microsoft Office applications, databases
and other financial, payroll and project management tools to ensure attention to detail is always maintained
Wllingness to support the College’s core values
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Senior

Leadership Team
Saint Stephen’s College Board

Principal

Deputy Principal

Dean of Teaching and
Learning
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Business Manager

Dean of Students

Dean of Junior College

Executive Director
International Education

SAINT STEPHEN’S COLLEGE

BOARD

KEN PETTY

RACHEL CAMPBELL

KAREN ST GEORGE

CHAIRMAN

BOARD MEMBER

BOARD MEMBER

PETER HOLLETT

REBECCA LENNON

LAURENCE VOGLER

BOARD MEMBER

BOARD MEMBER

BOARD MEMBER

14

12

SAINT STEPHEN’S COLLEGE
31 RESERVE ROAD COOMERA QLD 4209

PH: +61 7 5573 8600

EMAIL: PERSONNEL@SSC.QLD.EDU.AU

WWW.SAINTSTEPHENSCOLLEGE.NET.AU

