
 
 

POSITION DESCRIPTION: EARLY LEARNERS’ CENTRE (ELC) DIRECTOR 
 
St Peter’s Girls is a prestigious ELC to Year 12 Anglican and International Baccalaureate World School 
located in leafy Stonyfell, just 5km from Adelaide's CBD. The School has a co-educational Early Learners’ 
Centre and approximately 950 students from ELC to Year 12 on its single campus, surrounded by a stunning 
conservation park. 
St Peter’s Girls’ School is an authorised IB PYP & DP World School. 
ELC  
Our education practice is underpinned by the International Baccalaureate Primary Years Programme (IB 
PYP) and influenced by the Reggio Emilia philosophy which values each child as strong, capable and 
resilient. The PYP is implemented throughout our Junior School and supports a consistent inquiry-based 
learning approach. 
We also embrace the National Early Years Learning Framework, Belonging, Being, Becoming. Our 
program has been developed with an emphasis on play-based learning which recognises the importance 
of social and emotional development, as well as communication. 
 
Under a new, research-based model to enhance children’s relationships with both their peers and 
educators through longer periods of time in one space, our ELC is comprised of two captivating Learning 
Communities: 

• Learning Community 1 – children aged 2 to 3.5 years (Stonyfell and Bell Yett Rooms) 
 

• Learning Community 2 – children aged 3.5 to 5 years (Ferguson and Hallett Rooms) 

The Centre is open 50 weeks of the year, Monday to Friday, from 7.30am - 6pm, excluding public 
holidays. St Peter’s Girls’ ELC is an Approved Child Care Centre and therefore registered for the Child Care 
Subsidy. Qualified teachers lead the program during term time. The Vacation Care program runs during 
non-term time. The Centre caters for 120 children from 2 - 5 years of age and offers weekly playgroup 
sessions for those aged from 6 months to 2 years. 
Surrounded by the natural wonder of Ferguson Conservation Park, the Centre is renowned for its 
outstanding pedagogical practice, thought-provoking outdoor play areas and inspiring indoor spaces. 

Reporting/Working Relationships  
The ELC Director reports directly to the Head of Junior School.  

Purpose of the Role 
As ELC Director, you will assume responsibility for the educational outcomes and day-to-day running of the 
Centre. You will inspire, guide and model excellence in supporting staff to develop a strong and visionary 
learning culture, and constantly challenge and refine current practices to ensure continuous improvement.  
Key Responsibilities 
Strategic and Executive Leadership: 

• Provide sound and thorough advice and support to the Head of Junior School and Principal to 
facilitate effective decision-making with regard to the ELC 

• Inspire collaboration and act as a conduit between the ELC and Junior School 
• Lead strategic and operational initiatives within the ELC as required 
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• Provide project management planning and organisation to ensure successful delivery of project-
based requirements 

• Provide coaching and mentoring to teaching and other staff where appropriate 
• Ensure school effectiveness research is undertaken to promote and sustain school improvement, 

facilitating the development of appropriate quality assurance and review strategies 
• Address and resolve matters of performance and conduct in accordance with School policies, 

procedures and values 
• Act as a point of escalation in matters of discipline and performance 
• Attend and positively represent the School at functions 
• Other responsibilities as required by the Principal from time-to-time 

 
Enrolments 

• Conduct tours of the ELC for prospective parents 
• Liaise with the Enrolments Team to manage enrolments into the ELC 
• Work with the Head of Junior School to ensure children transition smoothly into Reception 
• Closely monitor ELC enrolments to ensure strong retention into Reception 
• Liaise with the Communications Team on opportunities to promote the ELC 

 
Engaging with Staff 

• Recruit, lead and develop the ELC staff to build a highly effective, dynamic, collaborative team 
• Conduct the School’s ‘Growth and Learning Review’ for all ELC staff and follow up as necessary 
• Collaborate with the Senior Leadership Team on matters as necessary 
• Identify needs and plan and lead regular professional growth and development meetings 
• Support, oversee and foster staff welfare and wellbeing in the ELC 
• Advise staff on issues as they arise and support them in parent meetings when necessary 

 
Engaging with Community 

• Assume a visible and active role as parents drop off and collect their children 
• Work closely with the Friends of the ELC on their initiatives to build and maintain positive 

partnerships with families in the Centre 
• Develop and maintain supportive relationships with health professionals working with students in 

the Centre 
• Attend ELC and wider School functions when required 
• Develop and grow your profile and that of the ELC within the wider community through professional 

networks 
 
Teaching and Learning 

• Be the educational leader of the ELC 
• Managing the teachers and co-educators to facilitate observing, gathering and interpreting 

information about children to inform the planning and implementation of programs, and the 
preparation of environments and experiences which engage and are meaningful for the children 

• Support the development of personalised learning and behavioural plans for individual children or 
groups of children 

• Establish high expectations through reflective practice, collaborative planning, monitoring, 
providing feedback and reporting 

• Work with the Head of Junior School to facilitate ongoing professional dialogue between ELC and 
School educators with respect to teaching and learning across the ELC and early years of school 

• Monitor individual learning plans for those children with special needs, medical or otherwise 
• Ensure consistency in programming and delivery across both Learning Communities 
• Liaise with specialist staff who teach in the ELC 
• Manage reporting and Parent-Teacher Conversations within the Centre 
• Continue to build upon the Centre’s initiatives including reconciliation and sustainability 

 
Day-to-Day Organisation and Management 

• Ensure compliance with all regulatory bodies including the National Quality Framework and the 
Early Years Framework by confirming that legislated standards are met 
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• Update policies as necessary in line with new legislation and ensure staff adherence 
• Update staff, parent and student publications in a timely and effective manner 
• Liaise with the Business Director on the ELC budget 
• Ensure that submissions for funding to relevant authorities are made and the conditions are met 
• Manage staff rosters in line with the required staff to student ratios and available budget 
• Have processes in place to cover staff absences 
• Assume oversight of all risk assessments  
• Ensure a safe workplace for students and staff by ensuring that staff are aware of their WHS 

responsibilities and reporting any issues in a timely manner 

Knowledge and Experience 
• Demonstrated experience in educational leadership within an ELC  
• A record of achievement in leading change and development within an ELC 
• Contemporary knowledge of curriculum, educational trends and pedagogy relevant to student and 

staff learning outcomes within an ELC 
• Demonstrated high level conceptual, analytical and planning skills 
• Demonstrated knowledge of best practice change management processes 
• Expertise to lead and manage a diverse range of staff 
• A strong understanding of the Early Years Framework and National Quality Framework 
• An authentic and demonstrable understanding and commitment to practice guided by the PYP and 

Reggio Emilia 

Personal Attributes 
• Insightful and strategic leadership skills underpinned by strong emotional intelligence 
• Excellent organisational and planning skills with the ability to lead by example and delegate 

effectively 
• Sound judgement and the ability to operate autonomously 
• Ability to be both a team leader and team member  
• Excellent interpersonal and relationship-building skills to ensure the ability to effectively negotiate, 

resolve conflict, motivate and engage staff 
• Demonstrated ability to present professionally and confidently, particularly in a public speaking 

capacity 
• Demonstrated ability to communicate effectively in both written and oral form 
• Proven ability to use data in the decision-making process, and strong analytical and problem-

solving skills 

Qualifications  
• Registration with the Teachers Registration Board of South Australia 
• Tertiary qualifications in early learning education 
• Master qualification in education or leadership (highly desirable) 

Conditions 
• This is a non-teaching role, although you will interact with the children and staff regularly throughout 

your day 
• The Director is expected to be onsite during school term time and any additional staff professional 

development days 
• 5 year fixed-term contract 
• Attractive salary commensurate with qualifications and experience 

 
Julia Shea 
Principal 
October 2021 
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