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POSITION TITLE: Facilities and Maintenance Officer 

SECTION: St Therese’s, Bentley Park 

REPORTS TO: Principal 

CLASSIFICATION: Remuneration in accordance with the Catholic Employing Authorities 
Single Enterprise Collective Agreement – Diocesan Schools of Queensland 

AUTHORISATION: Executive Director 

 

Catholic Education – Diocese Of Cairns 
Catholic Education - Diocese of Cairns (CEDC) is a dynamic and growing organisation that is actively inviting 
schools to co-create with us, schools that are places of rich learning for now and into the 22nd Century. 

Our vision is to offer every student in every school a world class education enriched by their lived encounter 
with the Catholic Faith. 

CEDC is committed to this vision through Co-Leadership with schools to build communities of learning that 
provide a safe, nurturing and academically challenging environment. Our schools are places where we create 
opportunities for every student and every staff member so that they are inspired to contribute to our 
society, innovate, explore possibilities, and achieve excellence. 

CEDC embraces thirty (30) schools including twenty (20) primary schools, two (2) Prep to Year 12 colleges 
and eight (8) secondary colleges. One of these colleges is a Special Assistance College with campuses in 
Cairns, Cooktown, and Edmonton. This community also includes Catholic Education Services located in Cairns 
itself. Over the next five years there are two new schools planned. 

All schools and colleges, except three, are within a two-hour drive of Cairns. Cooktown, Waibeni Island 
(Thursday Island) and Weipa are accessed by daily flights and located in some of the most beautiful parts of 
the country. In total, there are 11 500 students and 1500 staff. 

Leadership and strategic management is the responsibility of the Executive Director of CEDC. Through a 
team of professionals, and in Co-Leadership with principals, the Executive Director manages and facilitates a 
number of significant delegations which include: 

• Support of the mission of the Church as delivered through Catholic Education 

• Support of schools by providing services that strengthen school capacity 

• Provision of leadership and forward planning to develop organisational capability 

• Distribution to schools of government allocated funds and their accountability 

• Monitoring quality of schools and compliance/accountability with requirements of governments, Church, 
and parents 

• Within limits, provision of some centralised, specialised student services, where this is the most effective 
and efficient approach 

Our staff are supported to experience success and satisfaction in their vital role. 

Cairns also offers many lifestyle opportunities that can be found in few other places and is surrounded by 
World Heritage listed areas including the Great Barrier Reef and the Daintree Rainforest, all within an hour’s 
journey from the growing City of Cairns. It is the gateway to our Asian neighbours with direct flights to China, 
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Japan and Singapore as well as having direct flights to all the east coast capital cities, Darwin, and 
Queensland’s Sunshine and Gold Coasts. 

St Therese’s School, Bentley Park 
St Therese's Parish School is an integral part of the Cairns Diocese and the Edmonton Parish. Located just 20 
minutes south of Cairns City, St Therese's provides Catholic Education to an area that is currently referred to 
as the 'growth corridor' of Cairns.  The first Catholic school in Edmonton, Edmonton Convent School, was 
established by the Sisters of Mercy on the 29th April, 1929, with an enrolment of just 30 students. Its original 
location was on the Bruce Highway in the small township of Edmonton - an area that had been originally 
established as a sugar-milling town to serve the many surrounding sugarcane farms. Since those early days, 
the school has undergone many changes in its history and was renamed in 1965 to that of St Therese's 
School.  In 1995, the school was relocated to its current position where it has continued to grow in order to 
meet the growing enrolment numbers that have resulted from the development of residential areas south of 
the city. Today, it has an enrolment of approximately 620 students, Prep to Year 6. The school is proud of its 
rich historical story as well as the modern facilities that are now available to students, enabling a holisitic and 
quality educational learning environment. 2011 saw the completion of the school master plan following $5.5 
million in combined capital projects undertaken as part of the Building the Education Revolution and planned 
facilities expansion. 

Purpose Of The Role 
The purpose of the Facilities and Maintenance Officer is to ensure that the school grounds, buildings and plant 
and equipment are well maintained, well presented, secure, safe and compliant with applicable regulations.  
 
Competency at this level involves application of knowledge with depth in some areas and a broad range of 
skills. The employee will be fully competent and experienced in a technical sense and will require little 
guidance. Over time the employee will demonstrate understanding of a broad knowledge base.  There is a 
range of roles and tasks in a variety of contexts, where there is some complexity in the extent and choice of 
actions required.  As the employee gains experience they may be asked to identify, analyse and evaluate 
information from a variety of sources. Some discretion and judgement are involved in selection of equipment, 
work organisation, services, actions and achieving outcomes within time constraints. Good interpersonal and 
communication skills are required.  
 
Work is performed under periods of limited supervision and will have regular check-ins with line manager in 
relation to workflow priorities. Duties may take the form of broad guidance and may involve a level of 
autonomy . 
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Essential Duties and Responsibilities 
Typical duties performed may include, but are not limited to:  

 Ensure the school grounds and  facilities are maintained to a high standard. 
 Assist with repairs and maintenance, including regular preventative maintenance of facilities at a level not 

requiring trade qualifications including: 
o Painting  
o Concreting 
o Tiling and paving  
o Electrical  
o Glazier 
o Plumbing   

 Assist with the general maintenance including watering, pruning, mulching, weeding, fertilizing (under 
supervision), chemical spraying grounds (appropriate ticket required) and mowing. 

 Undertake cleaning with a water-blaster to wash/clean paths, driveways, walls and/or AstroTurf  
 Maintain playgrounds equipment including regulary turning over sand in compacted areas. 
 Operate and undertake non-trade maintenance and repairs to power tools, manual equipment, drainage 

and waste systems. 
 Clean toilets and spills as required. 
 Collect and dispose of rubbish as required. 
 Lock and unlock gates and doors as required. 
 Order/purchase and collect goods in accordance with policies and processes. 
 Maintain cleanliness of workshop and other work areas and safely label and store materials.  
 Assist with setting/packing up for school and STSC  events and functions. 
 Assist staff with movement of equipment and furniture, as required. 
 Follow up any matters raised by security, cleaners etc, as directed  
 Maintain simple records as required. 
 Follow all health and safety policies and procedures and report all hazards to Line Manager / Principal. 
 Attend regular or ad-hoc meetings as required. 
 Maintain appropriate behaviours when engaging with children. 
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Genuine Occupational Requirements 
 Accountable and responsible for ensuring professional behaviour 
 Ability to cope with own emotions and behaviour effectively 
 Ability to comply with legislation and professional regulations to reduce the risk of harm to self and others 
 Ability to maintain an appropriate level of confidentiality 
 Ability to communicate in English both verbally and in writing to meet necessary standards with respect to 

clarity, accuracy and professionalism appropriate to the position 
 Ability to locate appropriate and relevant information from multiple sources and convey, integrate and 

implement knowledge in practice 
 Ability to prioritise workloads and manage multiple tasks with competing timelines 
 Ability to accept responsibility for own work 
 Intermediate to advanced skills in Microsoft Office applications necessary to demonstrate the required 

range of skills and tasks 
 Competent use of digital technologies necessary to demonstrate the required range of skills and tasks 
 Facilitate the prevention of child harm by recognising and responding appropriately 
 

Physical requirements of the position: 
 Work is normally performed in an outdoors environment and may involve frequent exposure to elements 

such as weather (sun/wind/rain), dust, dirt, fumes and/or loud noises 
 Manoeuvring within the office/school environment appropriate to the position  
 Frequent driving of a motor vehicle 
 Work environment involves exposure to potentially dangerous materials and situations that requires 

following safety precautions and may involve the use of protective equipment  
 Work environment involves the use of tools, machinery and other equipment that requires following safety 

precautions and may involve the use of protective equipment  
• Competent use of digital technologies necessary to demonstrate the required range of skills and tasks 

• Accountable and responsible for creating a positive workplace culture and reducing the risks to physical 
and mental health in the workplace  

 

Mandatory Qualifications And Requirements 
• Trade or equivalent qualifications relevant to the position may be required or such knowledge, 

qualifications and experience that are deemed by the employer as necessary to successfully carry out the 
duties of the position. 

• Current manual drivers licence. 

• Unless an exemption applies all staff are required to hold a current Working With Children Blue Card or 
be eligible to apply. 

• A strong demonstrated commitment to the objectives, vision and ethos of Catholic Education. 

• Promote child safety at all times. 
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Related Documents 
• Statement of Principles for Employment in Catholic Education  

• Code of Conduct for Employees of Catholic Education  

• Catholic Employing Authorities Single Enterprise Collective Agreement Diocesan Schools of Queensland  

 

Additional Information 
The incumbent will need: 

• The appointee to this position will be required to complete a period of 6 months’ probation, in 
accordance with The Fair Work Act 2009. 

• An in-depth understanding of and commitment to the mission and objectives of Catholic Education in the 
Diocese of Cairns 

• A sound working knowledge of the Catholic Education context and an appreciation for Catholic Education 
issues. 
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