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Administrator Extra Curriculum (Head of Sport) 

Chevalier College seeks applications for the position of Administrator - Extra Curriculum (Head of Sport) 
commencing in Term 1, 2022. The position will be term time only, five days per week which includes Saturdays 
during competition seasons, with the availability to work during non-term time when given reasonable notice. 

The position is responsible for organising and coordinating the successful operation of college extracurricular 
activities, including, but not limited to: 

� team selection, training and participation in competitions 

� sporting events, such as athletics, swimming and cross-country carnivals 

� other college events, such as Sacred Heart Day and Chevalier Day 

� ISA team trials 

� oversight over all non-sport extracurricular activities including Visual Art Enrichment, Debating, Mock 
Trial, Music/Ensembles, Pi Shop, Show Team and Wilderness. 

Essential Criteria 

� Appropriate qualifications or experience in Sports Administration or equivalent. 

� Provide Advanced First Aid qualification or willingness to complete training. 

� Sound understanding of the importance of sport and extracurricular activities in the development of the 
whole person in a co-educational environment. 

� Broad understanding of a multiplicity of sports. 

� Successful experience in training people to at least level one coaching competence. 

� The ability to inspire and lead personnel and work with a diverse range of school age young people. 

� Current driver licence. 

Broad range of administration skills, including but not limited to: 

� Proficiency in the use of technology such as Microsoft Office applications (Word, Excel, Outlook) 

� Excellent communication and interpersonal skills and capacity to resolve conflicts and navigate 
challenging situations 

� Well-developed administration, organisation, and initiative skills with the ability to prioritise tasks, meet 
tight deadlines and provide timely responses to stakeholders 

� Strong collaboration skills both within, across and outside a school with the ability to foster 
opportunities, build rapport and manage relationships 

� The ability to develop and sustain strong, appropriate relationships that support and enhance the 
charism in the college. 

Desirable Criteria 

� Experience in sports administration in a school-based environment. 

� Light rigid “LR” or medium rigid “MR” driver licence. 

Other 

� Full-time position during term time only, with the availability to work during non-term time when given 
reasonable notice (casual rates will apply to non-term time work).  The position is five days per week 
which includes Saturdays during competition seasons. 
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� Salary and conditions will be as per the NSW Catholic Independent Schools (Support Staff – Model B) 
Multi-Enterprise Agreement 2020.  

� This is a child-related position.  Preferred candidates are required to possess a valid a Working With 
Children Check and will be subject to identification verification. 

� Preferred candidates are required to have received two doses of a COVID-19 vaccine and agree to 
receive additional vaccination doses (booster shots) in accordance with Government requirements 
and/or recommendations made from time to time; or have an approved medical exemption from 
vaccination.   

Applications 

� Applications close on Friday 3 December. 
� There is no application form. 

� Interested persons should provide a written application for this position that addresses the essential 
criteria and clearly identifies experience and areas of strength.  Applications should also include the 
contact details of three referees. 

� Applications are to be sent to the Principal of Chevalier College via email to: 
aebis@chevalier.nsw.edu.au. 

 

 


