
Position description 

ACT Recovery College 

Operations and Student Support Officer 

Part-time 22 hrs pw negotiable 

Community Sector MEA, Level 4-5, $66,156 – $78,012 p.a. pro rata 

 

The ACT Recovery College is a place of learning, connection and hope for people living with mental 

illness, their carers, families and friends. The College will offer a range of classes to suit the needs of 

the community. These generally include an array of topics on understanding and managing various 

mental health conditions, but also courses on life skills, carer needs, and aspects of the mental 

health system. Courses are co-designed and co-produced by mental health professionals and people 

with lived experience. 

The Operations and Student Support Officer will coordinate the daily administration and operations 

of the college and assist the Manager and Education Manager with course development needs, 

student support and ongoing evaluation of the college’s work. 

The position incudes overseeing administration, evaluation, managing IT systems and databases, 

supporting course development, meeting student needs and helping form a members’ organisation. 

Importantly, as the first person a student might meet, the officer must be warm, friendly and 

welcoming and (as for all staff) be able to assist any students who become concerned or distressed. 

Experience in supporting people with mental illness (face-to-face) would be highly valued, along with 

Mental Health First Aid training (this can be provided). 

Duties 

The Operations and Student Support Officer will undertake the following duties in concert with the 

Manager and other staff. 

Student / educator support 

 Welcome students to the college 

 Assist new students to orientate 

 Provide individual support to students as needed, especially if they are concerned or 

distressed 

 Provide information for students seeking to connect with other community organisations 

 Assist with course development (logistics, liaison, etc.) 

 Assist with research and materials for courses 

Logistical support 

 Manage enrolments, including database 

 Assist with scheduling courses 

 Provide secretariat support to committees 

 Prepare reports e.g. financial, student numbers, individual course attendances 

 Manage general running of the office 

Financial  



 Manage day-to-day transactions 

 Assist with budget planning and review  

Evaluation 

 Co-ordinate evaluation process internally and with external provider 

Technical support 

 Oversee installation and maintenance of IT systems and AV equipment 

Friends support 

 Help establish a members’ organisation (Friends of the Recovery College) 

 

Please address the following selection criteria in your application 

Selection criteria 

1. A demonstrated understanding of and commitment to the principles of recovery in mental health, 

and an understanding of how a recovery college may contribute to this. 

2. Experience in and demonstrated ability to connect with and support adults experiencing mental 

ill-health and related issues. An understanding of trauma-informed care would be an advantage. 

3. Demonstrated experience in and proficiency with undertaking complex administrative tasks in a 

timely manner, as required for the running of an organisation. This includes general administration, 

record keeping, basic financial transactions and day-to-day IT and other logistical support for staff, 

students and educators. 

4. Understanding of the role of continuous evaluation in an education setting, and ability to oversee 

implementation of an evaluation process. 

5. Experience in adhering to workplace health and safety policies and practices, as required under 

the Work Health and Safety Act 2011. 

How to apply 

To apply, please send a statement against the selection criteria (max 4 pages) and a current CV by 
email to admin@mhccact.org.au (Word or pdf format) by Sunday 10 March 2019. Please include the 
details of two referees. 

For more information about the position contact Karen Leary or Simon Viereck on ph (02) 6249 7756 
or email Manager@recoverycollegeact.org 

A current Working with Vulnerable People card and police check or the willingness to obtain them is 
a requirement for the position. 

Only applications which respond to the selection criteria will be considered. 
 


