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Ancillary major functions 
These major functions are to assist permanent employees, applicants seeking employment with the department 

and school and preschool sites to identify the functions the individual has or the functions required by the site.  

All employees will: 

 receive remuneration in line with the duly classified position in which they are employed 

 operate within the Code of Ethics 

 follow OHS&W requirements. 

Employee Type Code Major function Criteria 

Aboriginal 
education 
worker (AEW) 

AE Aboriginal  
community 
education officer
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 long term planning and the maintenance of the network 
including backup, restoration, managing work space, 
security and virus removal 

 daily maintenance of the computing facilities: loading new 
software, ensuring printers are loaded 

 managing the maintenance and repairs of computer 
hardware and software 

 managing the use of email and the Internet. 

!ƭƭ ǊŜǎǇƻƴǎƛōƛƭƛǘƛŜǎ ǿƛƭƭ ōŜ ŀǇǇǊƻǇǊƛŀǘŜ ǘƻ ǘƘŜ ŀǇǇƭƛŎŀƴǘΩǎ 
substantive classification level. 

Early childhood 
worker (ECW) / 
school services 
officer (SSO) 

CN Community liaison Provide a first point of contact for the community.  Tasks may 
include: 

 school promotion 

 develop and maintain identified projects 

 making and maintaining links with the community 

 work with a wide variety of people. 

School services 
officer (SSO) 

CO Computing support Provide a range of para professional and related support 
services which contribute to administration and curriculum 
computing needs throughout the school involving hardware 
and software requirements.  Tasks could include: 

 ensuring day to day maintenance of the network including 
backup, restoration, managing work space, security and 
virus removal 

 daily maintenance of the computing facilities: loading new 
software, ensuring printers are loaded 

 managing the maintenance and repairs of computer 
hardware and software 

 manage use of email and the Internet. 

Early childhood 
worker (ECW) / 
school services 
officer (SSO)
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 support learning for students with disabilities or students 
with additional needs in the classroom  

 support the development of student research skills 
including the use of e learning tools and resources 

 support culturally and linguistically diverse children. 

Early childhood 
worker (ECW) / 
school services 
officer (SSO) 

DM Competent data 
management 

Undertake a range of data management duties including: 

 developing and maintaining formal operational 
procedures in relation to recording and reporting 
practices and systems 

 ensuring consistency and accuracy of data entry 
standards and the management of records in 
accordance with department records management 
procedures including archiving 

 researching specific matters as requested in regard to 
data, which involves the retrieval and collation of data  

 collaboratively manage the departments data 
collections throughout the school year including the 
term 1 and t
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School services 
officer (SSO) 

LA Laboratory Undertake duties which support the science faculty in 
providing an efficient delivery of a science program. Tasks 
could include: 

 providing information on general operating procedures 
within laboratories eg the process for timetabling practical 
lessons in the laboratory 

 establishing and maintaining processes which ensure all 
chemicals and equipment are accounted for on the 
completion of lessons  

 responsibility for the safe handling and disposal of 
chemicals and other dangerous substances follow WHS 
guidelines 

 maintaining supplies (eg purchase of any organs) and 
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 physical resource management, and 

 financial management 

 asset, grounds, breakdown maintenance. 

School services 
officer (SSO) 

SC Secretarial Provide a secretarial service to the principal and/or other 
senior staff within the school.  Tasks could include: 

 answering all telephone and personal enquiries directed to 
the principal with accurate and relevant information 

 coordinating all appointments  

 high level computer skills for producing confidential 
documents and correspondence for the principal/senior 
staff 

 assisting with student enrolment and transfers 

 advising parents, staff, students and visitors on 
school/departmental policies, practices and procedures on 
a variety of issues including school uniform, bus routes, 
school discipline etc 

 managing calendars, email, etc. 

Early childhood 
worker (ECW) / 
school services 
officer (SSO) 

SD Students with 
disabilities 

Under the supervision of teaching staff, provide special 
education classroom / curriculum support for students with 
special needs NOT involving students with severe and multiple 
disabilities.  Tasks, according to the program could include: 

 working with students with disabilities on a one to one 
basis in the areas of handwriting, language, phonics and 
fine motor skills (according to program set by teachers) 

 providing support for students experiencing learning 
difficulties eg language disorders, speech problems and 
early development problems 

 preparing any teaching aids and modifying specific 
activities   

 reporting student progress of students and negotiated 
education plans (NEP)  and / or individual education plans 
(IEP)  

 assistance with general wellbeing and safety of 
students/children. 

Early childhood 
worker (ECW) / 
school services 
officer (SSO) 

SE Special school, unit 
or class support 

Under the supervision of the teaching staff, provide 
curriculum, behaviour and social skill support for students with 
disabilities. Tasks may include: 

 providing classroom support for students with disabilities 

 personal care support, and 

 working with students with communication complexities   

 assistance with general wellbeing and safety of 
students/children. 

Early childhood 
worker (ECW) / 
school services 
officer (SSO) 

SM Students with 
severe and 
multiple 
disabilities 

Under the supervision of teaching staff, provide special 
education classroom / curriculum support for students with 
special needs including severe and multiple disabilities in 
mainstream and special schools.  Tasks could include: 

 monitoring the physical condition of each student and 
reporting injuries, illness or problems with support 
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 contribute to the provision of safe work practices. 

Government 
Services 
Employee (GSE) 

TG Tech studies 
support 
(machinery) 

The focus of this role is machine based and may involve the 
provision of: 

 support with the safety checks of machinery 

 monitor the provision of safe work practices 

 could be an experiences trade person. 

Early childhood 
worker (ECW) / 
school services 


