Position 
Description
Koorie Student Support Officer
	Portfolio/Faculty
	Engagement & Support

	Department/Workgroup
	Student Engagement & Equity

	Position No.
	

	Reports to:
	Student Engagement & Equity Manager

	Classification
	PACCT Worker Level 4 (PW4)

	Direct reports:
	

	Date:
	July 2026
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Portfolio/Faculty Overview
[bookmark: _Hlk199775679]The Engagement and Support portfolio at Holmesglen delivers a comprehensive range of services aimed at enhancing student engagement, supporting success, and ensuring a positive experience throughout their educational journey. This portfolio encompasses several departments that collectively support students from pre-enrolment through to graduation. Key departments within the portfolio include:
· Apprentice Central: Focuses on supporting apprentices throughout their training.
· Apprentice Success: Provides services and guidance to ensure the successful completion of apprenticeships.
· Brand, Marketing and Communications: Leads promotion and communication strategies to build Holmesglen’s brand and engage prospective students.
· Learning Skills Centre: Offers academic support to students to enhance their learning skills.
· Library: Provides access to resources and study support for all students.
· Registrar: Manages student records, enrolments, and academic administration.
· Student Recruitment: Works to attract and enrol new students into the Institute.
· Student Engagement and Equity: Focuses on fostering an inclusive and supportive environment for all students.
· Student Wellbeing: Offers services aimed at supporting the mental, emotional, and physical health of students.
Department/Workgroup
The Student Engagement and Equity Department at Holmesglen is dedicated to fostering an inclusive, supportive, and collaborative educational environment where every student feels valued. The department promotes a vibrant student life and advocates for the diverse needs of students, offering key services such as disability support and programs for First Nations students. Focused on diversity, equity, and inclusion, the department also leads strategic initiatives that amplify student voices and ensure meaningful student partnerships throughout their journey at the Institute.
About the Role 
[bookmark: _Hlk127268782][bookmark: _Hlk127267411]This role supports First Nations students by assisting with facilitation to support services such as financial support, academic support, disability support service, wellbeing and health concerns. By engaging with faculties and support areas, the role helps students achieve their educational goals and pathways while fostering a culturally safe and supportive environment that promotes learning and success.
You will play a key role in fostering student through collaboration with teaching and support staff to enhance understanding of Koorie issues, in a learning capacity. The role also includes delivering culturally specific advice and support services, working closely with the Student Engagement & Equity and Student Wellbeing departments to ensure positive learning outcomes. 
Key Accountabilities  
Provide initial contact to Koorie/First Nations students, including introduction to the Koorie Team and explain the support services available.
Support classroom engagement through development of Individual Learning Support Plans, identifying student needs, implementing strategies and early interventions for academic, financial and wellbeing support fostering engagement, participation and success.
Collaborate with teaching and support staff to enhance understanding of Koorie issues, considering intersecting identities and challenges. Providing advice and education to improve awareness of cultural issues.
Deliver culturally specific advice and innovative support services, working with Student Engagement & Equity and Student Wellbeing departments to empower positive learning outcomes for Koorie students.
Coordinate and lead social events and activities in partnership with the Koorie Liaison Officer, promoting campus life participation and community building.
Provide case management and tailored pathways advice for Koorie students, ensuring their individual needs are met effectively as part of Individualised Learning Support Plans. 
Maintain professional relationships with external government agencies, facilitating referrals and identifying valuable resources for student support.
Contribute to policy and procedure development to continuously improve the Koorie student experience.
Contribute to the planning and execution of marketing and promotional activities, aimed at increasing visibility and engagement within the community.
Support the Institute’s Strategic Plan and Vision and work to ensure that all activities align to the Institute’s commitment to quality. 
Act in accordance with Holmesglen safety policies and procedures, including Child Safety Standards, to ensure that departmental work areas and operations comply with relevant Occupational Health and Safety legislation.
[bookmark: _Hlk196380772][bookmark: _Hlk197678910]Comply with Holmesglen policies, procedures, processes, and applicable legislative and regulatory requirements, and align to our Standards of Excellence to ensure we deliver exceptional experiences for our stakeholders. Actively contribute to the ongoing measurement, improvement and refinement of our Standards over time. 
Key Selection Criteria 
Experience / Skills 
· [bookmark: _Hlk198928787]Understanding and Support for First Nations Communities: Demonstrated empathy, cultural understanding, and connection to the Koorie and First Nations communities, including the ability to provide guidance, wellbeing services, and support tailored to student needs.

· Case Management: using strength-based and solution-focused approaches to address complex situations; knowledge of ethical practices and case management processes in a student support context.

· Organisational and Time Management Skills: Proven ability to manage multiple tasks, meet deadlines, prioritise competing demands, and work both independently and cooperatively, while maintaining confidentiality and flexibility.

· Technical Competency and Resource Navigation: Proficient in MS Office, internet research, social media, and database tools; familiar with community organisations, welfare agencies, and available government or non-government support resources for First Nations students.
· Critical Thinking and Problem Solving: Objectively analyse and evaluate available data, points of view, needs of stakeholders and potential solutions before recommending relevant actions or decisions.  
· Engage Stakeholders: Identify stakeholders impacted by decisions and take steps to keep interested parties engaged while managing expectations on outcomes. Enhance connections with our alumni, industry, and individual employees, community and government to understand perspectives and harness their insights.
· Purposeful & Respectful Conversations: Build trust and rapport with others.  Set common goals and engage with co-workers and students in a purposeful and respectful way to achieve outcomes. Seek and respond to feedback.
Personal Attributes 
· Collaborative: Build trust and rapport with others and set common goals.  Display willingness to share control and responsibility with peers, other teams, and partners in the delivery of work and outcomes.
· Inclusive: Embrace diversity in all forms and draw on diverse insights, beliefs, needs and values to inform required actions. Value differences, promote diversity and foster belonging.
· Operate Ethically: Consider that we are part of the broader Public Service and as such uphold the principles of honesty, fairness and good public administration. Actively display the behaviours of our ASPIRE values.
· Team Focused: Focus on the goals and outcomes of the team as well as your own. Support organisational decision making and work constructively with others. Participate actively and share responsibility contributing to the capability and success of the team.
Qualifications
Mandatory
· This role is an Indigenous identified position and only available to Aboriginal and Torres Strait Islander peoples. This position represents a special measure in accordance with s8(1) of the Racial Discrimination Act 1975 (Cth) and s12 of the Equal Opportunity Act 2010 (Vic). 
· Qualification in Education Support, Disability or Community Services or similar field, or lesser qualification with relevant experience may be accepted. 
· A current and valid full Victorian driver’s licence is required.
Desirable
· Previous experience in a similar role in an educational environment

Other Relevant Information
· [bookmark: _Hlk127267424][bookmark: _Hlk125458394]This position description describes in general terms the normal duties which this position is expected to undertake. Duties not specifically mentioned in this document, but within the capacity, qualifications and experience normally expected from people occupying positions classified at this level may be allocated.
· Employees attending certain workplace settings, including health and care facilities, may be required to meet mandatory vaccination obligations.
· Wherever possible Holmesglen supports flexible working requests. Due to the nature of the position and work environment there may be a requirement to meet certain workplace attendance expectations.
· The incumbent may be required to perform their duties at any campus or location controlled by Holmesglen Institute or elsewhere as directed.
· Holmesglen is a child safe organisation. This position requires a valid Victorian Employee Working with Children check and National Police Records check.
· Holmesglen cultivates a workforce that embraces and values student voice and partnership.
· This role contributes to Holmesglen’s strategic goal of environmental sustainability by supporting initiatives that reduce ecological impact, promote sustainable practices, and foster awareness across the Institute’s operations and learning environments.
About Holmesglen – Who we are
Holmesglen is a leading Australian provider of vocational and higher education and one of the largest government-owned TAFEs in the state of Victoria. With 40 years’ experience and more than 140,000 graduates, we are TAFE at its best by transforming lives, building workforce capability, and enriching communities through education and training.
We are a leader in education, training and applied research, renowned for its innovation and its commitment to learner and industry success. We offer industry training, certificate, diploma, and degree programs across six locations and seven campuses.
Locations include Chadstone, Drummond Street, Melbourne CBD, Moorabbin, North Melbourne, Glen Waverley and Eildon. 
As a multi-award-winning institute, you can learn more and do more at Holmesglen. holmesglen.edu.au
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