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About The Anglican Diocese of Adelaide 
Established in 1847, The Anglican Diocese of Adelaide is comprised of over 75 worship centres across 59 
parishes and is one of 23 dioceses that constitute the Anglican Church of Australia. 
 
The Diocese of Adelaide covers an area of nearly 23,000 square kilometres, including the metropolitan 
area of Adelaide, the Barossa Valley and Kangaroo Island: easily the most densely populated areas of South 
Australia. It is nestled between the Diocese of Willochra, to the North and the Diocese of the Murray to 
the South and East. Together with these two Dioceses, it forms the Province of South Australia, of which 
the Archbishop of Adelaide is the head.  
 

Young people are their future, with the Diocese of Adelaide being home to 11 Anglican schools, with which 
it maintains close ties; not only being present at functions but actively supporting the growth of the schools 
and their students both as individuals and collectively. 
 

The Diocese of Adelaide maintains a strong emphasis on outreach and works closely with several charitable 
organisations, largely through Anglicare SA. 
 

Bishop Augustus Short was the diocese’s inaugural bishop and the first Vice-Chancellor of the University 
of Adelaide. Until 1856 the diocese included Western Australia. The Diocese now forms part of the 
Province of South Australia, with Willochra (1915) and The Murray (1969). 
 

The first Anglican services were held in 1837, shortly after the founding of the Colony of South Australia, 
which unlike the other Australian colonies, was founded on Wakefield’s principles of systematic 
colonisation, without convicts. 
 

The Anglican Church in South Australia has always been closely involved with the local community.  
 

Located on traditional Kaurna lands, the Nunga Ministry serves the Aboriginal community. Anglicare SA 
continues to provide services to children, older people, families and emergency relief. St Peter’s Cathedral 
in North Adelaide is the mother church. While predominantly Anglo-Celtic in background, it has a multi-
cultural and mission ethos, and has played a significant part in the growth and development of the state.  
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Organisation Chart 
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The Position 

Title Education Administration Officer 

Reporting to Academic Registrar and Ministry Wellbeing Co-ordinator 

Location Adelaide, South Australia 

SUMMARY 
 
This position provides administrative support for St Barnabas College (SBC) and the Synod. 
 
CRITICAL RELATIONSHIPS 

• St Barnabas College Principal, Coordinator of Education Programs and Academic Registrar for SBC 
functions 

• Secretary of Synod and Ministry Wellbeing Coordinator for Ministry Wellbeing Functions 
 

KEY RESPONSIBILITIES 
 
Administrative support for St Barnabas College including: 

• Assist in providing marketing and promotional material for upcoming events and manage event 
booking. 

• Prepare College newsletter. 
• Set up lecture rooms daily for teaching.  
• Prepare amenities for staff and students. 
• Take minutes for SBC meetings. 
• Schedule courses, arrange teaching rooms. 
• Manage room booking system. 
• Operate IT/VC systems for online participation. 
• Update website and social media with SBC content. 

 
Administrative support for Ministry Wellbeing Coordinator including: 

• Manage data in Salesforce for Ministry Reviews, Professional Development Planning and 
Professional Supervision cycles. 

• Provide back up to Safe Ministry Officer for management of Safe Ministry database. 
• Organise information sessions, book venues, manage attendance registers. 
• Provide system reports to Registrar and The Archbishop. 
• Administrative support across the Synod Office including backfilling for reception. 
• Proactive marketing and communications for the Synod and in particular Ministry Wellbeing, 

including updates of the website and social media channels. 
 

 
QUALIFICATIONS and/or EXPERIENCE  

• Proficiency with Microsoft applications including Word, PowerPoint, Access and Excel.  Ability to 
set out reports, documents and correspondence.  

• CRM system experience (Salesforce and others). 
• Qualifications or experience in media, communications, marketing or similar. 
• CMS website updating experience. 
• Proven organisational and administrative skills.  
• Able to work effectively on multiple tasks and able to meet deadlines.  
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PERSONAL QUALITIES 
• Flexible 
• Team oriented 
• Self-starter 
• Capacity to juggle competing demands 
• Problem solver 
• Customer service oriented 

 
 
OTHER REQUIREMENTS 
The incumbent is required to: 

• be an active member of the Anglican Church or to be supportive of the values of the Anglican 
Church 

• satisfy the Synod’s Safe Ministry screening process for lay church workers  
• conform to all conditions of appointment, organisational policies and procedures 
• be prepared to travel both intra and interstate as required 
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Application Procedure 
 
Further confidential enquiries can be directed to Jedda Gito at Morton Philips (08) 8210 8510 or via email 

operations@mortonphilips.com.au 

 
 

Morton Philips Pty Ltd 
Executive Search • Talent Solutions • HR Consultancy 

 
Level 3, 100 Pirie St,  

Adelaide SA 5000 
P: (08) 8210 8510 

 
 

 
   

 

 
 


