Job description
Job description
	Agency
	Department of Education and Training
	Work unit
	Maningrida College

	Job title
	Early Childhood Admin Support Officer 
	Designation
	Administrative Officer 3

	Job type
	Full time
	Duration
	11/01/2027 to 07/01/2028

	Salary 
	$70,839-$76,115
	Location
	Maningrida

	Position number
	47252 and 47255
	RTF
	360710
	Closing
	22/11/2026

	Contact officer
	Emily Mitchell on 0477 000 935 or emily.mitchell@education.nt.gov.au 

	About the agency 
	https://education.nt.gov.au/ 

	Apply online 
	https://jobs.nt.gov.au/Home/JobDetails?rtfId=325040

	APPLICATIONS MUST INCLUDE A ONE-PAGE SUMMARY ABOUT YOU, A DETAILED RESUME AND COPIES OF YOUR TERTIARY QUALIFICATIONS.

	Information for applicants – inclusion and diversity and Special Measures recruitment plans
The NTPS values diversity. The NTPS encourages people from all diversity groups to apply for vacancies and accommodates people with disability by making reasonable workplace adjustments. If you require an adjustment for the recruitment process or job, please discuss this with the contact officer. For more information about applying for this position and the merit process, go to the OCPE website.
Aboriginal applicants will be granted priority consideration for this vacancy. For more information on Special Measures plans, go to the OCPE website.


Primary objective
Responsible for ensuring the smooth and effective daily operations of the Manayangkarrira Crèche, with a strong focus on delivering high-quality care for children. This role operates under the direction of the Crèche Manager and works in collaboration with the Integrated Services Leader, Principal, and College Council to support the delivery of a safe, nurturing, and developmentally appropriate early childhood environment.  
Context statement
Maningrida College is committed to partnering with Northern Territory communities to develop a high-quality, integrated early childhood services system that meets the diverse needs of young children and their families. This position plays a key role in working alongside the community to ensure services are coordinated, complementary, and focused on achieving positive and measurable outcomes, giving every child the best possible start in life.
Key duties and responsibilities
1. Support the daily operations of the crèche by supervising children and ensuring their safety, wellbeing, and engagement at all times.
2. Assist in planning and delivering a high-quality educational program by preparing and setting up activities and learning experiences that promote active participation.
3. Maintain cleanliness and hygiene by contributing to the daily cleaning of benches, equipment, fixtures and all buildings as directed by the Leadership team.
4. Provide guidance, encouragement, and support to fellow educators to help achieve positive learning outcomes for all children.
5. Participate in ongoing training and professional development to enhance knowledge, skills, and best practice in early childhood education.
6. Ensure compliance with daily health, hygiene, and safety procedures and policies.
7. Promote the development of young children by promoting learning through play and creating a welcoming, inclusive environment where every child can thrive.
Selection criteria
Essential
1. Demonstrated ability to work respectfully and effectively with individuals from diverse cultural backgrounds.
2. Strong communication skills with the ability to engage positively with staff, parents, and community members.
3. A basic understanding of the Early Years Learning Framework and National Quality Standards, and how they guide daily practice in early childhood settings.
4. Ability to contribute to the delivery of a high-quality educational program that reflects the unique cultural and social diversity of Maningrida and the broader community.
5. A nurturing, patient, and compassionate approach to working with children, with a commitment to creating a safe, inclusive, and supportive learning environment.
6. Current ACECQA approved certificate in Early childhood or actively working towards, 50% complete or more.
Desirable
1. Hold a current Diploma in Early Childhood Education and Care or be willing to undertake and complete the qualification.
Further information
1. All applicants must obtain a current Working with Children Notice (Ochre Card) from SAFE NT and NLC permits (working and residential permits).
2. Accommodation and utilities will be provided. The successful applicant will be required to share accommodation with other staff members.
Approved: March 2025 	Brooke Sweeney, Principal
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