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Introduction 
Following the appointment of the current Business Manager, Mr Mark McFie, to John Paul College 
Queensland, a vacancy exists for the position of Director of Business Operations (reformed role) at 
Immanuel Lutheran College. This is an exciting opportunity in a vibrant and growing community nestled 
in the heart of the Sunshine Coast. 
 
The College has prepared an information package and associated selection process, which is outlined in 
this document. 
 
About Us 
Established in 1979, Immanuel Lutheran College is the product of a local vision - to see the 
establishment of a school in the Lutheran tradition that would make quality Christian education available 
to the local area. Over the years, the College has prided itself on delivering an authentic, rich and diverse 
education experience within the spectacular surroundings of a campus that is unrivalled on the Sunshine 
Coast. 

Immanuel Lutheran College is a Kindergarten to Year 12 independent school that has forged a 
reputation for excellence that goes well beyond the academic results of its students. Whilst our enviable 
academic record is fostered and celebrated, our College takes equal pride in focusing on the wellbeing 
and development of the ‘whole’ child, in line with Gospel principles. In addition, a co-located Early 
Learning Centre serves the needs of students from two years of age, in both Kindergarten and long day 
care models. Immanuel Lutheran College also operates and manages an outdoor education second 
campus at Mt. Binga, approximately two hours drive west of the Sunshine Coast. 

Just as a young child starting to walk must learn the importance of balance, so too must all our students 
as they take their first steps towards independence. Providing that balance is essential and means 
placing equal emphasis on each student’s academic, cultural, social, physical, spiritual and pastoral 
development. 

The core values of the community play a vital role in this development, and Immanuel strives to provide 
an environment where students are valued as individuals, where they are inspired to learn and where 
they develop a spirit of service, both to each other and to the wider community. 

The success experienced by our ‘Old Scholars’ is evidence of the unique spirit that Immanuel instils in 
each individual and is a strong testament to the quality of our educational program. Immanuel Old 
Scholars can be found living and working successfully all around the world yet remain connected to us. 
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Governance 
Immanuel Lutheran College is a member of the System of Lutheran Schools in Queensland, owned and 
operated by the Lutheran Church of Australia - Queensland District. Responsibility for governance is 
delegated to the College Council, whose members are appointed by the District Church Council after 
nomination by College Council and endorsement by the Council of Lutheran Education Queensland 
(CLEQ). 
 
The College Council is responsible for establishing policy, monitoring its financial affairs and setting 
future directions. 
 
The College Council meets monthly. The Director of Business Operations is a non-voting ex officio 
member, together with the Principal. The work of the College is facilitated by sub-committees, some of 
which are standing and others that are project-based. Currently, the Finance and Business (FaB) sub 
committee meets monthly and prior to College Council meeting. The ILC Foundation also meets 
biannually, and the Director of Business Operations fulfils the role of Secretary on this company. A major 
responsibility of the College Council is the formulation and implementation of the five-year strategic plan. 
 
Core Values and Beliefs 
Immanuel Lutheran College is a school of the Lutheran Church. There have been Lutheran schools in 
Australia for over 185 years, and currently, there are 82 nation-wide enrolling approximately 35,000 
students. Immanuel is part of this Lutheran system of schooling in Australia and shares the foundations 
and traditions of these (largely systemic) schools. 
 
In striving to achieve these goals for its students, Immanuel Lutheran College values are as follows: 
 
Centrality of the Gospel  
We acknowledge God’s Word and Christ’s love as the guide for our community.  
 
Worth of the Individual  
We believe each person is valued by Christ and should be supported to grow in all areas of their life.  
 
Excellence  
Our aim is to strive for educational excellence that is life-related and future-oriented. 
  
Importance of Relationships  
We believe that in Christ all are equal and should be committed 
to each other in caring and supportive relationships.  
 
Service  
We believe that we are to serve one another and the wider 
community.  
 
Respect for the Environment  
We believe we are to preserve, protect and interact with the 
natural environment. 
 
Sense of Community  
Our school spirit and our engagement with the wider 
community builds a sense of who we are as a College. 
 
Vision Statement 
Inspiring Learning – Building Community – Enriching Lives. 
 
Mission Statement 
Immanuel graduates will be identified by their confidence, 
optimism and respect for healthy relationships.  They will be highly competent and capable of making a 
positive contribution to their country and the world. They will be well-grounded with a sense of who they 
are in the world and a set of values which are founded in faith, reason and knowledge. 
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College Motto 
The College motto, Walk as Children of the Light, points us in the direction we must be going. We have 
more fully come to know Jesus Christ, who is the Light of the World, and to know what it means to be 
“Children of the Light." The motto tells us then to be what we are, and thus a major objective of the 
College is to expose its students to the Light of the World and His plan for them. 
 
College Logo 
Our logo shows the Cross of Christ in front of the rising sun. Since the sun gives 
us light, the logo highlights Jesus as the Light of the World. Light also reveals and 
exposes, and thus we are reminded to look at ourselves as Jesus sees us. The 
sun is a symbol of the Sunshine Coast and its surf, sand and enjoyment. The 
Cross is a symbol of Christ and His love for the World. When these two symbols 
are put together, we have a picture of Christ in the world where we are.  
 
College Structure 
The College consists of two sub-schools on the one campus. The Primary 
School comprises Prep to Year 6 and the Secondary School Years 7 to 12. Each has its own specialist 
facilities. The day-to-day management of the sub-schools is the responsibility of the Heads of Primary and 
Secondary School, who are in turn responsible to the Principal. 
 
The senior management team is known as the Executive Leadership Team. It consists of the Principal, 
Heads of Primary and Secondary School, Deputy Heads of sub-schools and the Director of Business 
Operations, and meetings are held fortnightly. 
 
Early Learning Centre 
The Immanuel Early Learning Centre services approximately 100 children each week. It consistently 
enjoys a 95-100% occupancy rate and operates a formal Kindergarten program within a long day care 
model, operating from 7.30am to 6.00pm, 50 weeks of the year. The Early Learning Centre has a 
Service Leader (Director) and an outstanding staff team. 
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Mt. Binga Outdoor Education Centre 
If you speak to Immanuel Old Scholars about their most treasured school memories, the Mt. Binga 
outdoor education experience is invariably the first thing they mention. In essence, this 28-day camp, 
which is undertaken by all Year 10 students, is nothing short of life changing. 
 
Surrounded by stunning national park, our Mt. Binga outdoor education campus is a former forestry camp 
on the Blackbutt Range, exclusively staffed and managed by Immanuel Lutheran College. This unique 
facility is the setting for a remarkable journey of self-discovery, where students learn about themselves 
and grow physically, emotionally and spiritually through a variety of individual and team activities. 
 
In addition to Year 10 students, students in Years 5 and 7 also spend time at Mt. Binga throughout the 
year, along with a number of other Lutheran schools from across South East Queensland. 
 

        
 
College Facilities 
Over the last seven years, the College has invested over $30 million in facilities development, 
transforming a 40 year-old school into a contemporary 21st century learning environment. While 
predominantly focusing on learning areas in recent times, the College enjoys an aquatic centre featuring 
a 25m pool and Learn to Swim School, award-winning Environmental Centre, twin court basketball 
stadium and a soon to be completed state-of-the-art multi-purpose facility. 
 
Importantly, the College is surrounded by rainforest and has a significant focus on environmental 
sustainability, which is reflected in all our building and facilities designs. The College’s Master Plan was 
reviewed in 2018 and is constantly monitored to ensure the needs of the community are being met. 
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The Position 
The College is seeking applicants with outstanding experience and qualifications for the Director of 
Business Operations position. The Director of Business Operations role demands active, innovative and 
effective leadership across a wide portfolio, including financial management, governance, project 
management, staff development and performance, and property and commercial operations. 
 
Reporting Relationships 
The Director Business Operations is appointed in conjunction with the College Council, which operates 
with the authority delegated by the Lutheran Church of Australia Queensland District through this body. 
The Director of Business Operations is responsible to the Principal. Direct reports include Assistant 
Director Business Operations, Property Services Manager, Commercial Operations Manager, Aquatic 
Centre Manager and Director of Technology and Innovation. 
Key liaisons include College Council and Finance Committee, Executive Leadership Team, staff, 
parents, regulators, community stakeholders and external providers of relevant services. The Director of 
Business Operations builds and maintains key relationships with College bankers, auditors, architects, 
builders and insurers.  
 
Key Responsibilities 
Governance 
• Attend all Board meetings and sub-committee meetings, including Finance and Business and ‘sunset 

committees’ as required.  

• Act as Secretary for the Immanuel Lutheran College Foundation Ltd, meeting at least twice per year. 

• Liaise with the College’s auditors and lawyers. 

• Ensure adequate insurances are in place. 
 
Strategic Planning and Leadership 
• Work with the Principal, as a member of the College Executive, to deliver the College’s strategic 

intent in accordance with the College’s values. 

• Develop objectives for the College’s financial, facilities, buildings and general administration that are 
aligned with the College’s overall direction and that will help the College achieve its major 
educational goals, including project management 

• Analyse organisational and sector business performance information and benchmarks to assess 
trends and make more informed, evidence-based decisions on how the College can improve its 
financial and business management. 

• Actively participate as a member of the Executive Leadership Team to assist in the development and 
implementation of strategies and policies that further enhance the College's educational goals. 

• Commit to and outwardly model the Christian ethos of the College. 

• Champion and actively promote the continuous improvement agenda of the College in accordance 
with the College's Strategic and Operational Plan. 

• Provide leadership in support of all aspects of the College’s commitment to being an employer of 
choice. This will include selection, recruitment, capacity building, performance management, 
coaching and mentoring of staff within relevant departments. 

• Support the College operations by way of effective budgeting and resourcing of personnel to achieve 
the Annual Operational Plan. 
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Financial and Business Management 
• Manage the finance and business function, ensuring appropriate support is in place to allow senior 

team members leading various core activities to effectively perform their roles. 

• Develop detailed capital works budgets and funding plans to support the Master Plan for the College. 

• Be responsible for the preparation of Capital Government Grant Applications. 
• Oversee the full range of accounting and financial practices of the College, such as funding, billing, 

payroll, taxation, approval of spending, managing cash flow, projections and the day-to-day financial 
operations of the College. 

• Oversee the collation and distribution of regular, timely and accurate financial reporting to the various 
audiences, to the level of detail required to inform the actions and activities of their various roles at 
the College. i.e. Council, Executive Leadership Team, various department and cost centres. 

• Oversight of Workplace, Health and Safety. 

• Oversee the management of the Parents and Friends Community, Friends of groups and the ILC 
Soccer and Netball Clubs (both of which have their own committee’s). 

• Oversee the audit processes. 

• Business unit oversight and financial monitoring. 

• Assessment of applications for financial hardship. 
 
Commercial Operations 
• Provide leadership and executive oversight of the College’s commercial and catering operations. 
 
Facilities Operations 
• Oversee College facilities operations, including line management responsibilities for the Property 

Services Manager. 
 
Staff 
• Provide mentoring and leadership support to relevant staff. 

• Lead and assist staff recruitment, monitoring and performance processes as required. 

• Collaborate with staff in developing and executing goals consistent with the Operational Plan of the 
College. 
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Community and Events 
• Assist in promoting the College by maintaining support (and oversight where required) at all major 

events, engaging with the wider community through newsletters, publications and social media 
platforms. 
 

 Other Tasks 
• Attendance at various meetings and events as directed by the Principal. 

• Attend to other duties and projects as directed by the Principal from time to time. 
 
Additionally, the Director of Business Operations will: 
• Faithfully and diligently perform such duties which are consistent with the contractual agreement and 

with the position to which the Director of Business Operations has been appointed. 

• Devote the time, attention and skills during the normal hours of the College and at such other times 
as may be reasonably necessary to the College and to the performance of the duties and 
responsibilities under the contractual agreement. 

• Use the best endeavours to promote the aims and interests of the College and to enhance its 
standing and reputation within the community. 

• Endeavour to take leadership positions with appropriate educational bodies external to the College 
and engage in regular professional development. 

• Promote and represent the College in the community. 
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Position Description 
 
Skills and Abilities 
• Positive, solution-focused attitude when handling complex situations. 
• Excellent project management and organisational skills, and the ability to manage varied and 

conflicting demands to agreed standards and timelines. 
• The ability to work at all levels within an organisation and a range of stakeholders, both internal and 

external to the College. 
• Proven skills in leading and managing a team of people. 
• The ability to work within and understand financial parameters. 
• A demonstrated ability to maintain a high level of confidentiality. 
• A demonstrated ability to develop strong internal and external relationships using advanced 

communication and interpersonal skills. 
• Excellent written communication skills. 
• Highly developed analytical skills applied to large volumes of complex numerical data. 
 
Qualifications 
• Membership of the Governance Institute or AICD or commensurate qualifications and/or experience. 
• CA or CPA membership including up to date competencies in relation to Financial and Management 

Accounting, Tax, Financial Systems, Relevant Regulations and Corporate Governance (preferred but 
not essential). 

 
Experience 
• At least ten years’ experience in same or similar role and post-graduate experience in financial 

management, preferably corporate governance. 
 
This position involves working with children. The Director of Business Operations will be subject to 
satisfactory employment screening for child-related employment in accordance with the law. 
 
Selection Criteria 
1.  Demonstrated experience in accounting and business regulations. 
2.  Current knowledge of finance, accounting, government funding, taxation, compliance and risk, WHS, 

governance and other relevant regulations. 
3.  Experience in a client facing or similar role with demonstrated ability to effectively communicate with 

clients and to resolve issues. 
4.  Demonstrated capability in leadership and senior management. 
5.  A high level of initiative and the capacity to manage competing priorities within tight deadlines. 
6.  A high degree of computer literacy and attention to detail. 
7.  A willingness to support the College’s ethos and core values. 

 
Employment Conditions 
• This employment is Award Free. 
• The term of the appointment to the position of Director of Business Operations is for a period of five 

years, unless the position becomes redundant, commencing on 1 January 2023 (or by negotiation) 
and ending on 31 December 2027. Employment is notionally 38 hours a week. 

• The College shall be under no obligation to offer the Director of Business Operations an extension of 
employment beyond the five-year contract. 

• The executive salary will be in accordance with the seniority of the position and is paid in full 
compensation of all time worked and is inclusive of all legislative entitlements arising out of the 
contract of employment, including but not limited to overtime, penalty rates, allowances, and any 
additional monetary entitlements that may otherwise be payable. 

• The salary will be a Total Employment Cost (TEC) package with packaging options available such 
that the total remuneration is within the TEC for the role. 

• The position is entitled to six (6) weeks annual leave. Leave loading inclusive in the TEC for the role.  
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Application Process 
For the purpose of selecting the Director of Business Operations, a Selection Panel has been created 
comprised of the Principal, College Council members and other persons who, in the opinion of the 
Council, have the experience, qualifications and expertise to advise on the most suitable person to 
appoint as the Director of Business Operations. 
 
The Selection Panel regards the selection process as a confidential two-way communication process 
involving applicants and the Panel. Applicants are encouraged to write and speak openly and fully 
concerning their vision and plans for Immanuel Lutheran College. In turn, the Panel will carefully and 
seriously consider all applications with a view to recommending an appointment based solely on merit. 
The respective merits of each of the applicants will be assessed against the selection criteria, ensuring 
the successful candidate is an appropriate ‘fit’ for the College.  
 
Applicants will be selected for interview by the Selection Panel based on the assessment of their written 
application and details contained in the general application form completed by all candidates. 
 
The written application should comprise the following: 
 
(a) A brief statement of application (no more than one A4 page) in which the applicant introduces 

themselves, their vision and reasons for applying. 
 
(b) A comprehensive response to each of the selection criteria (no more than four A4 pages in total). 

Applicants should support their claims with references to particular achievements. 
 
(c) A Curriculum Vitae covering: 

• full name, home address, confidential email address, mobile and phone contact details 
• nationality and citizenship 
• positions held dates, scope of responsibilities and key achievements 
• details of education and qualifications 
• details of congregation membership (as applicable) 
• any other relevant information, such as involvement in professional and community activities 

and organisations. 
 

(d) The names, addresses (postal and email) and contact telephone numbers of at least three 
confidential referees. These must include: 
• applicant’s present or last employer (either Principal or Council Chair) 
• a person who is familiar with the applicant’s academic and professional background and recent 

experience 
• a person who can authoritatively comment on the applicant’s personal qualities and capacity to 

lead in a Lutheran School (for example, a Minister of religion). 
 
The Selection Panel reserves the right to contact relevant referees who have not been nominated by the 
applicant, after informing the applicant of their intention to do so. 
 
Applications that are incomplete, or do not address the matters listed above, may not be considered 
further. 
 
Applicants selected for interview will be provided with additional information prior to interview. Applicants 
should be aware that interviews will be conducted on the Sunshine Coast, Queensland, on dates to be 
determined by the Panel. Immanuel Lutheran College will reimburse reasonable travel and 
accommodation expenses to shortlisted applicants residing in Australia. The Panel reserves the right to 
fill the position by invitation or to re-advertise the position. 
 
The selection process will be conducted by the Panel with complete confidentiality. Applicants should 
note that they may be required to undergo medical and/or psychological assessment prior to being 
appointed to the position. 
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Applications close 4pm Tuesday, 4 October 2022. 
 
Applications may be lodged via the College’s Employment Portal located on the College website at 
https://www.immanuel.qld.edu.au/belong/employment/  
 
Applications should be addressed to the Principal. 
 
Enquiries about the role and employment conditions can be made through the Principal  
on T: 07 5477 3465 for a confidential discussion. 
 
Privacy Statement 
In applying for this position, you will be providing Immanuel Lutheran College with personal 
information. We can be contacted as follows: 
 
Immanuel Lutheran College  
PO Box 5025 
Maroochydore BC QLD 4558  
T: 07 5477 3444 
F: 07 5477 3477 
E: ilc@immanuel.qld.edu.au  
 
If you provide us with personal information, for example, your name and address or information 
contained on your curriculum vitae, we will collect the information in order to assess your application. You 
agree that we may store this information for three (3) months. 
 
You may seek access to personal information that we hold about you if you are unsuccessful for the 
position. However, there will be occasions when access is denied. Such occasions would include where 
access would have an unreasonable impact on the privacy of others. We will not disclose this information 
to a third party without your consent. 
 
We are required to conduct a criminal record check, collect information regarding whether you are or 
have been the subject of an Apprehended Violence Order and certain criminal offences under Child 
Protection law. 
 
If you provide us with the personal information of others, we encourage you to inform them that you are 
disclosing that information to the College, and why, that they can access that information if they wish, 
that the College does not usually disclose the information to third parties and that we may store their 
information for three (3) months. 
 
 

https://www.immanuel.qld.edu.au/belong/employment/
mailto:ilc@immanuel.qld.edu.au
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For more information regarding 

Immanuel Lutheran College and the 
Sunshine Coast, the following web-

links may be useful: 
 

Immanuel Lutheran College 

Immanuel Lutheran Church Buderim 

Lutheran Education Queensland 

Visit Sunshine Coast 
 

https://www.immanuel.qld.edu.au/
https://ichurch.net.au/
https://leq.lutheran.edu.au/
https://www.visitsunshinecoast.com/


126-142 Wises Road 
Buderim Q 4556

A co-educational school owned and operated by 
THE LUTHERAN CHURCH OF AUSTRALIA 
QUEENSLAND DISTRICT 
CRICOS Provider: #01457C

T: 07 5477 3444  
E: ilc@immanuel.qld.edu.au www.immanuel.qld.edu.au
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