
Community Relations Assistant 
Full Time (flexible for the right applicant) 

WCCS is committed to transforming lives by the proclamation of the gospel and the delivery of an 
excellent Christian education, accessible to the whole community. 

Position:  Community Relations Assistant 
Framework (Head, Heart and Hands): 
Our task can be seen within the framework of: 
• Head (the ruling side of things – biblical rule of faith and practice, NESA requirements, evidence

based research, professional development),
• Heart (your passion for the gospel, for honouring God in your work, for encouraging your

colleagues and students) and
• Hands (the practical component of what you do).

Working at William Carey gives opportunity and responsibility for staff: 
• To maintain a Christian lifestyle, growing in living God’s way; promoting and modelling an

understanding of living God’s way in God’s world as God’s image;
• To develop their biblical worldview and to disseminate it.
• To share the gospel with students and parents, pointing them to Christ.
• To develop relationships with students, parents, colleagues and others that show the fruit of

the Spirit, seasoned with salt, modelling Christ in their interactions and being sensitive to
interpreting responses from students and parents who come from diverse cultural and
religious backgrounds.

• To develop their professional skills, carrying out their duties in a competent and conscientious
manner, while seeking opportunities to improve their knowledge and skills, including through
participation in professional development.

• To work cooperatively to maintain a consultative and collaborative workplace
• To work humbly, following reasonable instructions given by their supervisor, complying with

school policies and procedures, and being accountable for their own actions and decisions.

Description: 
We are seeking an experienced Community Relations Assistant to join our Community Relations 
and Marketing Team. The successful applicant will be involved in the day to day operations of the 
Community Relations and Marketing Office with a particular focus in event coordination and 
content creation. They will also be assisting the Enrolments team in front-end tasks such as School 
tours, new enquiries and greeting new families to WCCS. The Community Relations Assistant 
reports to the Community Relations Officer and plays an integral role in maintaining and 
developing the School’s reputation within the community. 



Essential Criteria: 
• A person of evangelical Christian convictions and character, actively involved in church and 

committed to the work of Christian education
• Able to support the School’s Statement of Faith and committed to working a biblical worldview 

into all aspects of the role
• Tertiary qualifications or equivalent experience in marketing, events or community relations
• Excited to engage and connect with families to build long-term connections.
• Excellent interpersonal skills and ability to converse confidently with members of the WCCS 

community and local community
• A passion to meet the needs of both prospective and current families to see enquiries 

become enrolments.
• A love for the School community and ability to communicate and reflect the vision and mission 

of the school with others.
• Excellent and clear verbal and written communication
• Experience in successfully delivering engaging community events
• Ability to work autonomously with attention to detail to meet multiple competing deadlines
• Ability to work in both small and large team environments
• Willingness to work outside school hours in order to attend events and follow up enrolment 

enquiries
• Ability to persuade with warmth and enthusiasm
• A current Working with Children Check as legislated.
• Advanced copywriting and proofreading skills
• Knowledge of, and skills in, social media management
• Excellent organisational, decision-making and problem-solving skills
• Advanced IT skills including proficiency with Microsoft Office – skills in WordPress and InDesign 

are desirable
• Skills in photography and videography are desirable

Responsibilities: 
• Develop and maintain strong relationships with our parent/carer community
• Greeting new families as the first point of contact for WCCS with warmth and enthusiasm
• A sales mentality in converting enquiries into enrolments.
• Taking new enquiries in multiple formats, including calls, walk-ins and online forms.
• Following up enquiries during office hours and at times outside of hours as required.
• Organising and coordinating content for school and alumni newsletters.
• Ensuring all events are professional and on brand to represent the School well
• Assist in the development, promotion and coordination of all WCCS events, including large-

scale community events and Open Days
• Organise and implement school tours for prospective families
• Assist in booking interviews and times for tours.
• Liaise with stakeholders from students to executive staff in the coordination of School events
• Represent WCCS to parents, carers, students and other members of the community at events
• Photograph events and general school activities for marketing purposes
• Assist in proofing and editing advertising, publications and correspondence
• Assisting in creation and updating of website and social media content.



• Ability to organise events of various sizes with attention to detail to ensure excellent
presentation of each event.

• Assist in the day to day operations of the Community Relations and Marketing Office
• Assisting the enrolments team in front-facing tasks, assisting with ad hoc duties when required
• Report to the Community Relations and Marketing Officer and assist with ad hoc duties when

required.

This Role Description is a guide only and is not intended to be an exhaustive or exclusive list of the 
duties of this position. It is subject to review and modification by the Principal at any time in response 
to the changing needs of the School. 




