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General Information 

 

Catholic Education Tasmania (CET) is a community of thirty-eight schools and colleges serving over 
16,000 students and their families across Tasmania supported by the Tasmanian Catholic Education Office 
(TCEO). 

The Archdiocese of Hobart covers the State of Tasmania. The Archbishop of Hobart authorises the 
existence of all Catholic Education institutes in Tasmania. 

Under the governance of the Catholic Education Commission of Tasmania (CECT), Tasmanian Catholic 
Education Office (TCEO) is responsible for the oversight, funding and coordination of 38 Archdiocesan 
schools and three TCEO offices. 

The Archbishop delegates responsibility to other key bodies including the Catholic Education Commission 
Tasmania (CECT), the CET Executive Director, School Boards and other groups that support Catholic 
schools. 

Employees are to be familiar with, have an understanding of and uphold the implementation of the 
Archbishop’s Charter for Catholic Schools. 

The TCEO, established in 1959, is the central administrative and co-ordinating body for the multi-faceted 
and diverse mission of Catholic education in Tasmania. One of its prime functions, under the CET 
Executive Director, is to co-ordinate the provision of Catholic education at all levels and to communicate 
and negotiate with appropriate authorities on behalf of all Catholic schools in Tasmania. 

Some key documents include: 

● The Archbishop’s Charter for Catholic Schools 

● The Tasmania Catholic Education Single Enterprise Agreement 2018 

● CECT Constitution 

● CECT Policies 

● School Policies 

 

 

For further information click the following link to access the CET website: 

http://catholic.tas.edu.au/ 
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                ST MARY’S COLLEGE 
                              Position Description 

                 
                School Counsellor  

                                             (K – 12) 
 

Position Details 

 
Role title:  School Counsellor 
Responsible to:  Principal 
Key relationships:  Deputy Principal, Director of Senior School 
Classification: Wellbeing, Level 4 
Employment conditions:   Ongoing position  

1.0 FTE term time (38 hours per week) 
Monday – Friday 8.00am – 4.36pm  
40 working weeks per year 
          
Tasmanian Catholic Education Single Enterprise Agreement 2018 

 

College Environment 
St Mary’s College, Hobart is a Catholic school providing education for boys from Year 1 to Year 2 and Girls 
from Kindergarten to Year 12. Founded in 1868 by the Presentation Sisters, the College’s mission is: In a 
world of constant change, strive to live the teachings of Jesus Christ within the tradition of the Catholic 
Church, develop just and compassionate people who are resilient, responsible and informed and ready to 
contribute to society. The beautiful sandstone façade of the College, situated in the city, belies its 
innovative approach to education. All work at the College is centred on our students and their holistic 
outcomes. 

Role Accountability 
The College is seeking an outstanding counsellor to join its committed staff.  The successful candidate will 
have a high level of knowledge and skills and experience in the provision of psychological and mental 
health services for students. They will work collaboratively with students, their families, the school and other 
members of each student’s mental health team to manage and/or resolve psychological problems to 
improve student learning and wellbeing outcomes. 

The Counsellor works autonomously at a professional level, exercising judgement and discretion to ensure 
that the needs of students are met, their potential is developed, their learning outcomes are maximised and 
a sense of their control over their own lives is fostered. 

Within the role the Counsellor supports the Catholic Identity and Evangelising Mission and works 
collaboratively with other staff and members of the school community to support students to achieve 
enhanced learning outcomes.  

The Counsellor is responsible to the Principal but will work under general supervision of the Deputy Principal 
and Director of Senior School.  The Counsellor works as a member of the Pastoral Care Team. 

 

 

 

http://catholic.tas.edu.au/employment/CatholicEducationTasmaniaAgreementFINAL20181112.pdf


Catholic Education Tasmania Requirements 

 
• You must uphold Catholic belief and practice in all the Employee’s professional activities and refrain 

from expressing public opinions or engaging in public activity that, in the reasonable opinion of the 
Employer, would bring the Employer into disrepute. 

• You must be familiar with, have an understanding of, uphold and support the implementation of the 
Archbishop’s Charter for Catholic Schools. 

• Support the mission of the Catholic Church. 
• Support the Catholic Education Commission Tasmania (CECT) Vision and Mission Statement. 
• Support the Vision and Mission statement of St Mary’s College. 
• Nurture the formation of young people through the expression and integration of Catholic beliefs and 

Gospel values in all aspects of school life. 
 

Key Result Areas 

Effective learning outcomes for students  
• Provide counselling to students, individually and in groups, including appropriate short-term therapeutic 

interventions undertaken within the scope of training, experience and supervision. 

• Support the Pastoral Care Team in the delivery of wellbeing and mental health services that contribute to 
the social, emotional, learning and/or behavioural development of students. 

• Undertake cognitive, social, emotional and behavioural assessment of students where appropriately 
trained, report the results of assessments and interventions to parents and teachers, and collaborate to 
improve learning and wellbeing outcomes. 

• Maintain confidential case files for all students obtaining counselling or assessment in accordance with 
organisational and professional requirements. 

• Work collaboratively with learning support teams, parents and caregivers, and other agencies, to develop 
appropriate school based support for students. 

• Contribute to the development of and planning for students with special needs by assisting in the design 
of educational plans. 

• Assist and support parents and caregivers in addressing the social, emotional, and educational 
development of their children.  

• Guide families in referrals to external professionals when required. 

• Where appropriate, case-manage and coordinate the provision of services across multi-disciplinary teams 
for intervention programs for students with high and/or complex needs. 

• Member of the Wellbeing Team. 

• Communicate to the Pastoral Care Team, Principal, Deputy Principal and Director of Junior School any 
ongoing difficulties, concerns and successes experienced by students or parental concerns. 

• Contribute to particular age/year group personal and/or social skills programs e.g. managing issues of 
depression, anxiety and stress; eating disorders, bullying and harassment, building skills of resilience or 
other issues. 

• Develop and facilitate group seminars and programs for parents on issues concerned with student mental 
health and wellbeing. 

 
Team and Collegial Support 
• Ensure that teaching staff are informed about the role of the Counsellor. 

• Provide information to teachers and school leadership to support their understanding of learning, 
emotional, social and behavioural issues for students. 

• Assist teachers to identify learning, emotional, social and behavioural issues and understand the process 
for referral. 

• Support and collaborate with teachers to deal effectively with student needs. 

• Attend, as required, meetings as convened by teacher or as directed by the College Leadership Team. 



 

Risk Management 
• Report directly to the Principal on any matters relating to Child Protection and ensure that mandatory 

reporting requirements are followed. 

• Act as necessary, to provide information to the Principal and Pastoral Care Team when relevant issues 
relating to risk management arise. 

• Assist with the development of the school’s Critical Incident Plan. 

• Respond to and undertake critical incident duties and postvention support services as required. 
 

Professional Requirements 
• Maintain professional registration, probity and practice standards as required per the Tasmanian Catholic 

Education Single Enterprise Agreement 2018 (or its successor). 

• Attend approved professional development courses to maintain membership of professional member 
association. 

• Maintain a network of external professionals to facilitate referrals.  

• Attend professional networking meetings as appropriate. 

• Prepare advice, reports, proposals and submissions related to student needs and/or as requested by 
senior staff. 

• Contribute to the fortnightly St Mary’s newsletter “The Fountain” by writing a relevant article for families 
related to parenting and children’s and adolescents’ wellbeing. 

• Manage the Your Mind Matters section of the SMC website. 
 

Personal effectiveness 
• Demonstrate integrity and meet the standards of conduct expected. 

• Actively participate in goal-setting processes and respond to opportunities for growth to improve 
knowledge and practice. 

• Overcome obstacles and recover and learn from setbacks through self-development. 

• Actively participate in staff learning programs and attend appropriate professional learning (PL) 
opportunities when required.  

• Seek and apply constructive feedback from supervisors and teachers to improve knowledge and practice.  
 
Resources and organisation 
• Plan and organise work flow to accomplish established objectives. 

• Use school property, resources and technology in a proper and safe manner in accordance with 
appropriate standards, policies and procedures. 

• Consider the environment and minimise waste. 

• Undertake administrative duties relevant to the role. 
 

 
 
Safety and professional standards 
• Exercise responsibility required in accordance with Work, Health and Safety legislation, including: 

− take reasonable care of your own health and safety and that of other people who may be affected 
by your acts or omissions at the workplace 

− contribute to safe systems of work 



− promote a culture of safety in the workplace. 

• Create a safe and welcoming learning environment for children and young people congruent with 
legislative and organisational Child Safe requirements. 

• Undertake Catholic Education Accreditation requirements associated with the role. 

• Adhere to the requirements of the role in accordance with the professional standards expected of Catholic 
Education Tasmania and all organisational policies, procedures, codes, guidelines and applicable laws. 
 
 

Personal Capabilities 
 

• Committed to the provision of the highest standards of professional services. 
• Committed to ongoing professional development and maintenance of professional currency. 
• Professionalism and discretion at all times in relation to confidential matters. 
• Self-directed in carrying out duties. 
• Able to work independently and as part of a team. 
• Able to effectively operate under pressure, multitask and meet deadlines. 
• Able to exercise initiative, judgment and discretion in undertaking duties.  
• Able to maintain confidentiality when dealing with sensitive information and matters. 
• Able to relate to students and with varying needs. 
• Able to communicate effectively with a diverse group of people, eg colleagues, students, parents and 

external professional networks. 
• Able to establish and maintain collaborative working relationships and networks. 
• High level time management and organisational skills. 
• High level interpersonal skills. 
• High level numerical and writing skills 
• Able to apply literacy, numeracy and reasoning skills to effectively undertake role.  
• Demonstrated proficiency with office equipment and technology. 
• Able to resolve problems and conflicts in a constructive manner. 
• Flexible and dependable. 
• Committed to professional integrity. 

 
Evidentiary Requirements 

Essential 
• On commencement of position hold current Working with Vulnerable People registration. 
• Prior to commencement provide a current National Police Check or complete and submit relevant 

paperwork for a check to be conducted. 
• Gain and/or maintain Accreditation A as per the Tasmanian Catholic Education Commission Policy.  
• Experience providing support to children and young people and their families to address social, emotional, 

learning and/or behavioural development needs. 
• Experience delivering professional services within a multidisciplinary team. 
• Relevant qualifications and registrations and skill level which assumes and requires knowledge or 

training equivalent to the following: 
− Eligibility for PACFA membership and PACFA Mental Health Practitioner accreditation. 
− Four (4) years relevant experience. 

 
Desirable 
• Education sector experience. 
• Demonstrated awareness of issues impacting on local youth. 
• Protective Handling Practices training or equivalent. 
 

 

 



Environmental Conditions and Physical Demands 
ENVIRONMENTAL CONDITIONS AND PHYSICAL DEMANDS  
The Counsellor will work mostly indoors in classrooms, meeting rooms and other school buildings. They 
may accompany school classes on field trips, outdoor activities and camps at times.  
The role: 

• uses a variety of information and communication technology, office equipment and resources.   
• will involve frequent sitting and standing, some lifting and, carrying of supplies and materials may be 

required from time to time.  
• may be required to undertake protective handling techniques. 
 

Selection Criteria 
The following specific selection criteria must be addressed by candidates in their application.   

Evidence of: 

• The ability to support the ethos of a Catholic school and to translate this into practice. 
• Knowledge of and experience using current evidence-based counselling practices, particularly with 

adolescents. 
• Knowledge of and experience using current evidence-based counselling practices. 
• Good inter-personal skills including the ability to effectively communicate, motivate students, present 

to groups and develop good working relations with parents, senior management and staff. 
• Personal skills of flexibility, adaptability as well as a high degree of motivation. 
• Passion for working with children and young people to effect positive change in their lives. 
• Willingness to work in a team to support students. 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Additional Position Information 
 
Start date: 30 January 2022 

 
Tenure: Ongoing position 

38 hours per week, 1.0 FTE, Term time 
 

Classification: Wellbeing Level 4 
 

Hours of Work: Monday – Friday 8.00am – 4.36pm  
 

Remuneration: As per the Tasmanian Catholic Education Single Enterprise Agreement  
 

 
 

Final Checklist for Applicants 
 
Before sending in your application, use this checklist to make sure you have not missed out any important 
details. Applications must include: 
 

Final Checklist for Applications  

• A Cover Letter addressed to Human Resources. 

• A current Resume, which should include a brief employment history stating where you have 
worked, the length of service and brief description of the position(s) held and duties 
undertaken. Ensure the names and contact details of two recent referees. 

• Address the selection criteria with a written response to each dot point. Applicants that do 
not address the selection criteria cannot be considered for the position. 

Your application is to be submitted via the St. Mary’s College website by clicking on the  
“online application form” link.  
 
https://www.smc.tas.edu.au/employment/ 
 

CLOSING DATE FOR APPLICATIONS: Wednesday 18th January 2023 
 
Please note: 
Applications will not be accepted after the closing date. 
 

If you have any further queries regarding your application please contact Natalie Prokopiec, Human 
Resources Coordinator on (03) 6108 2560 or hr@smc.tas.edu.au 
 
 
 
 

https://www.smc.tas.edu.au/employment/
mailto:hr@smc.tas.edu.au

