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Risk and Compliance Officer

Risk and Compliance Officer
Applications are invited for the permanent position of Risk and Compliance Officer for Campbelltown
Anglican Schools (CAS).

Campbelltown Anglican School Council

Campbelltown Anglican Schools Council delivers Christian Education to 1,800 students from the
Macarthur community through St Peter’s Anglican Grammar, St Peter’s Heart, and Broughton Anglican
College.

https://cas.edu.au/

Vision

We strive to equip our students for a Life through Christ and a courageous engagement in our world
through the wisdom that comes from our Christ-centred, academically rigorous, biblically informed
and student-focused education.

Mission
Our Mission is to provide a Christ-centred, academically rigorous and biblically informed education
that nurtures students in faith, knowledge, wisdom and character.

Central Services

Central Services is the business unit of Campbelltown Anglican Schools Council which is responsible
for the provision of business support services to the schools.

Central Services Functions

Governance Secretariat 7. ICT Services
Strategic Direction and Leadership 8. Communications, Events and Marketing
Financial Leadership and Management 9. OSHC Services

Property and Facilities

People and Culture
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Organisation Structure

Campbelltown Anglican Schools
Council (The Board Members)

Chief Executive Officer

Chief Financial Officer Principal of Broughton
/Chief Operating Officer Anglican College

Principal of St Peters /
Heart

Chief Financial Officer
/Chief Operating Officer

Finance, Risk,
Compliance & QA

ICT
Manager

Property, Facilities Community
CW Manager Development Manager

Outside of School Peop
Care (OSHCQC)

CAMPBELLTOWN

le and Culture
Manager
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Finance, Risk, Compliance and Quality Assurance Team

Finance, Risk Compliance & QA
Manager

Finance Payroll R&C Officer
Officers Officer
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Risk and Compliance Officer

Position / Duties Description

Responsible to: Finance, Risk, Compliance and Quality Assurance Manager
Effective Date: September 2026

Main Objective:
To support the Finance, Risk, Compliance and Quality Assurance Manager in maintaining effective risk
management, compliance, policy and Work Health and Safety systems across Campbelltown Anglican

Schools. The position will coordinate, monitor and maintain relevant registers, records, reporting
processes and compliance activities and provide practical support to schools and Central Services.

FTE: Part-time / Full-time (Negotiable)
Hours: 8.00am -4.00 pm
Salary:  $85,559 - $100,343 + Superannuation (1.0 FTE)

Staff Discount on Fees for children enrolled in Campbelltown Anglican Schools.
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Risk and Compliance Officer

Duties include:

Professionally representing CAS in personal presentation, mannerisms and Christ-like service
Operating with a high and consistent standard of service

Working within the CAS framework at all times

Participating in the Christian Life of CAS and participating in the wider life of the Campbelltown
Anglican Schools

General Duties

Policy and Procedure Management

Monitor and coordinate policy and procedure review schedules.

Conduct reviews of policies and procedures as they become due.

Identify required amendments and prepare updated documents.

Draft new policies and procedures where gaps have been identified or new requirements arise.
Develop and maintain related forms, templates and supporting documents.

Consult with relevant stakeholders and coordinate feedback during the review and development
process.

Prepare documents for executive review and approval.

Publish approved policies and procedures and coordinate communication to staff.

Risk Management

Maintain the CAS risk registers and risk action plans.

Coordinate risk reviews and monitor risk controls and outstanding actions.

Assist with risk assessments and incident management activities.

Prepare risk reports and escalate significant risks and emerging concerns.

Review OSHC risk management plans periodically at the request of the OSHC Manager.

Workplace Health and Safety

Review and triage WHS tickets as they are submitted.

Acknowledge reports and obtain additional information as required.

Assess reported hazards, incidents and safety concerns.

Assign WHS matters to Facilities or other responsible persons for follow-up.

Conduct site inspections where required, including taking photographs and gathering evidence.
Monitor and follow up corrective actions until resolved.

Maintain WHS registers, records and reporting systems.

Review incident forms for WHS implications and required corrective actions.

Follow up with injured staff and other affected persons where required.
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Campus Inspections and Compliance Monitoring

Maintain the WHS inspection schedule for all campuses.

Maintain inspection records and tracking systems.

Conduct scheduled workplace inspections across all campuses.

Meet with Heads of Department and area leaders during inspections.

Identify safety hazards, compliance issues and improvement opportunities.

Prepare inspection reports and recommendations.

Complete risk assessments relating to inspection findings.

Support follow-up actions arising from inspections.

Assist with WHS audits, compliance monitoring, WHS training, staff inductions and emergency

management processes.

Compliance Systems and Records

Maintain governance and compliance documentation.

Maintain compliance records, registers and reporting systems.
Prepare compliance reports as required.

Monitor compliance obligations and identify areas requiring action.

Staff Handbook and Compliance Communications

Maintain the online Staff Handbook.

Publish approved policies, procedures and guidance documents.

Update the Compliance News page when new or revised documents are released.

Prepare the Risk and Compliance Newsletter and coordinate the review and publication process.

Stakeholder Consultation and Support

Liaise with schools, Central Services and other stakeholders to support compliance requirements.
Coordinate consultation and feedback during policy, procedure, risk and compliance activities.
Obtain and review stakeholder input and contributions.

Follow up approvals, actions and outstanding tasks to ensure completion.

Escalate significant compliance issues where appropriate.

Administrative and Operational Support

Provide administrative and operational support to the Finance, Risk, Compliance and Quality
Assurance Manager.

Prepare reports, correspondence and supporting documentation as required.

Maintain organised records and working documents.

Monitor outstanding actions and follow through to completion.

Undertake other duties as directed by the Finance, Risk, Compliance and Quality Assurance Manager.

CAMPBELLTOWN

ANGLICAN SCHOOLS




Risk and Compliance Officer

Selection Criteria:

The Risk and Compliance Officer should have:

Exceptional Interpersonal, Organisational and Communication Skills:

Highly developed communication and interpersonal skills, with the ability to build positive
relationships and work collaboratively with a wide range of stakeholders.

Excellent organisational skills and a strong attention to detail.

Ability to manage competing priorities, meet deadlines and work effectively under pressure.
High level of integrity, discretion and sound judgement when handling sensitive and confidential
information.

Experience and Qualifications

Demonstrated experience in risk, compliance, WHS, governance or a similar role (desirable).
Experience working within a school or education environment (desirable).

Demonstrated ability to interpret and apply policies, procedures and compliance requirements
Demonstrated ability to maintain accurate records, registers and documentation.
Demonstrated ability to work collaboratively and contribute effectively within ateam environment.

Christian Faith

Are acommitted Christian, whois active in the life of a Bible-based Evangelical Church, embodying
the values and principals of their faith in both personal and professional life.
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Risk and Compliance Officer

How to Apply:

Applicants are asked to provide the following information to support their application:

a cover letter / email

information addressing the selection criteria and duties description

resume / CV

at least three professional references or referee contact details.

a statement of personal Christian faith and character including Church involvement.
certified copy of qualifications, academic transcripts etc

current Photo ID

The successful applicant will be asked to provide a NSW Working with Children’s Check number to

allow CAS to undertake the verification of the applicant’s Working with Children’s Check status prior

to a final offer of appointment being made.

Applications should be received by COO / CFO via this application form.

Applications will be considered as they are received. CAS has the right and discretion to interview

and appoint an applicant as Risk and Compliance Officer at any time.

For further information contact peopleandculture@casc.nsw.edu.au
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