
 
 
 
 
 
 
 

  
POSITION DESCRIPTION 
 
LEARNING ENHANCEMENT COORDINATOR 

Rockhampton Girls Grammar School is one of the original eight Grammar Schools of Queensland. 
Opening in 1892, Girls Grammar has served and supported the education of girls and young women 
for over 125 years. The Girls Grammar family experience is dynamic and contemporary, informed 
by rich traditions and profound values. 

Rockhampton Girls Grammar School is a learning community founded on a commitment to ‘Learning 
for Life’. Each member of our School family contributes to sustaining an environment in which 
individuals actively engage in their learning; where School values are embraced; where mutual and 
self-respect is paramount; where community and global citizenship is fostered and where excellence 
in every endeavour is sought and celebrated.  
 
OUR VISION  

Women can achieve anything.  
 
OUR MISSION  

To enable each young woman to know her strengths and to enthusiastically embrace her future. 
 
THE ROLE 
 

Position Title: Learning Enhancement Coordinator 
Employment Type: Full Time Ongoing 

Teaching Load: The Learning Enhancement Coordinator will be required to undertake 
a teaching load. This will be negotiated with the Principal at the start of 
each year.  

Reports to: Deputy Principal - Studies 

Date Prepared: 4 August 2020 

 
POSITION OBJECTIVE 

The Learning Enhancement Coordinator plays a major role in the leadership of learning and teaching 
within Girls Grammar. The role is responsible for the effective operation and development of learning 
enhancement across the school, including the management of resources and the provision of high-
quality learning and teaching support for students with needs.   



ROLE ACCOUNTABILITIES 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

KEY CHARACTERISTICS 

Leadership  

The Learning Enhancement Coordinator must exercise effective leadership in the provision of 
learning enhancement across the school. Interactions between the Learning Enhancement 
Coordinator, teaching aides, the Director of Primary and the Director of Middle Years should be 
based upon professional collaboration to achieve the best outcomes for students.  

The duties listed below may also incorporate other reasonable duties as requested by the Deputy 
Principal - Studies or the Principal from time to time.  

Curriculum Leadership 

The Learning Enhancement Coordinator’s core responsibility, under the direction and leadership of 
the Deputy Principal - Studies, is to provide curriculum leadership by: 
 

• using data, including information provided by families, to identify students with learning needs 
and working collaboratively with staff and families to ensure each individual student’s 
educational outcomes are optimised;  

• developing and managing modified programs for identified students and consulting with 
parents, students and teachers to implement and monitor plans; 

• collaborating with classroom teachers to support them in the planning and delivery of effective 
teaching and learning programs for identified students; 

• working in class with individuals and small groups of students, and withdrawing students for 
individual support and/or testing as required; 

• providing support to enable students with learning needs to complete assessment tasks; 
• monitoring and evaluating the progress of all identified students to ensure they are supported 

in their academic development; 
• in consultation with the Deputy Principal – Studies, providing professional development to 

teaching staff in learning support and differentiation; 
• working with the Transition Officer to facilitate and assist with the transition of students with 

diverse learning needs into Girls Grammar; 
• promoting, advocating and supporting opportunities for identified students;  
• making recommendations to the Deputy Principal - Studies in relation to students with 

identified learning needs.  
 

 



Community Leadership 

• promoting the importance of an inclusive educational environment; 
• promoting and encouraging an understanding of community that celebrates diversity and 

acknowledges the gifts of each individual; 
• ensuring regular communication with parents and families and working with them as active 

partners in their daughters’ education; 
• networking with other professionals and schools in the area of inclusive education. 
 

Student Leadership 

The Learning Enhancement Coordinator’s core responsibility, under the direction and leadership of 
the Deputy Principal - Students, is to provide leadership to students with learning needs by: 

• monitoring the wellbeing and pastoral needs of identified students and liaising with the Deputy 
Principal - Students to make recommendations for individuals and groups; 

• attending meetings in relation to students with identified needs; 
• implementing strategies to enhance students’ social, interpersonal and communication skills; 
• contributing to and assisting in the modification of camp and school activities for identified 

students; 
• providing expertise and advocating for the developmental needs of identified students. 

 
Communication and Administration 
 
The Learning Enhancement Coordinator is responsible for: 

• overseeing data entry in relation to students with disabilities or students who receiving learning 
support; 

• in conjunction with the Deputy Principal - Studies, managing the disability provisions 
application process for students; 

• managing student AARA applications in the Senior School; 
• collating the school’s Nationally Consistent Collection of Data (NCCD) processes, ensuring 

staff are aware of their obligations and supporting them to collect and collate their data using 
the school’s systems and procedures; 

• sourcing and applying for funding and grants for students with disabilities or learning needs; 
• collating data and meeting all federal and state reporting requirements in relation to students 

with disabilities or students with identified learning needs; 
• maintaining a budget for learning enhancement; 
• allocating duties to teacher aides within the learning enhancement department 

 
Expected Knowledge, Attributes and Competencies  
 

• Highly developed organisational and problem-solving skills. 
• Proficiency in information technology. 
• Professional leadership competence, ensuring behaviours/presentation reflect Girls Grammar 

expectations. 
• Excellent communication and interpersonal skills. 
• Exceptionally high levels of confidentiality and discretion. 
 

MANDATORY REQUIREMENTS 

• Knowledge and understanding of legislation underpinning the provision of inclusive education 
including the Disability Discrimination Act 1992 and the Disability Standards for Education 
2005. 



• Knowledge and understanding of the Australian Curriculum and students’ developmental 
needs. 

• Understanding of QCAA resources, policies and procedures, particularly in relation to making 
adjustments for students with diverse learning needs. 

• Relevant teaching qualifications. 
• Current Queensland College of Teachers registration or the ability to obtain. 

 
WORKPLACE HEALTH AND SAFETY 
 
Employees are responsible and accountable for:  

• compliance with workplace policies and procedures for risk identification, risk assessment and 
risk control  

• active participation in activities associated with the management of workplace health and 
safety  

• identification and reporting of health and safety risks, accidents, incidents, injuries and 
property damage at the workplace  

• correct utilisation of appropriate personal protective equipment 
 

LENGTH OF TENURE 
 
The Learning Enhancement Coordinator is appointed for an initial period of three years with a further 
three-year appointment subject to a satisfactory performance review at the conclusion of the first 
three-year period. After the completion of six years, Girls Grammar may, at its discretion, advertise 
the role.  
 
APPRAISAL/ REVIEW CONDITIONS 
 
The Learning Enhancement Coordinator will be required to participate in regular feedback 
conversations with the Deputy Principal - Studies and undergo an annual feedback conversation 
with the Principal. A performance appraisal will be held towards the end of the appointment contract 
time in accordance with the School’s enterprise agreement. The performance appraisal will be 
conducted at the request of the Principal. 
 
ACKNOWLEDGEMENT 

This job description has been developed to indicate the general nature and level of work performed 
by employees within this role. It is not designed to contain or be interpreted as a comprehensive 
inventory of all duties, responsibilities and requirements of employees assigned to the role. You will 
also be required to perform any other duties that the Principal of Rockhampton Girls Grammar 
School may direct you to perform which could be reasonably considered relevant to the position  
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