
 

 
 
 
 
 

POSITION DESCRIPTION 
 

DATE: February 2021 

 

POSITION: Specialist Music Tutor  

DEPARTMENTS: Performance Music Department 

RESPONSIBLE TO: Principal 

REPORTS TO: Director of Performance Music 

 

POSITION CONTEXT 

This position description should be read in conjunction with the attached Guiding Philosophy document of 
Cannon Hill Anglican College. 

All staff are required to: 

• Consistently demonstrate the values of the College and promote its ethos, mission and vision. 

• Abide by the Code of Conduct for Anglican Schools and Education and Care Services, and other College policies, 
procedures and practices. 

• Consistently demonstrate professional competence and apply contemporary knowledge and innovations 
in educational and professional practice. 

• Consistently maintain confidentiality and overt support for the College. 

• Provide appropriate support and pastoral care for students and fellow staff by fostering quality 
relationships. 

• Play an active role in supporting the cleanliness and safety of the College site. 

• Encourage cooperative parent contact and foster positive community attitudes toward the College. 

• Undertake other reasonable and relevant duties within skills, knowledge and capabilities and as directed 
by the Principal or their representative. 

• Follow safe working procedures developed for the College and obtain and hold for the duration of 
employment, a current Suitability Notice (Blue Card). 

 
POSITION OVERVIEW 

The primary role of a Specialist Music Tutor is to deliver private music tuition as part of the College’s Performance 
Music program.  Specialist Music Tutors are specialists in the specified musical discipline and deliver an extremely 
high quality of tuition. Specialist Music Tutors should actively support the holistic goals of the Performance Music 
Program of the College and contribute to the successful running of the ensemble program. An additional role in 
directing or accompanying College ensembles may be required, at the discretion of the Director of Performance 
Music.  

Involvement in co-curricular music activities such as concerts, Music Awards Evening, parent information evenings 
and the annual departmental meeting is integral to your work as a member of the performance music staff of the 
College. The Director of Performance Music will elaborate on key events for music staff at the commencement of 
the school year. 

Specialist Music Tutors are employees of the College and as such are not required to invoice parents directly. A 
tutor’s hours of work are at the discretion of the Director of Performance Music based on the demand for lessons 
and are negotiated at the time of offer. Changes may occur over time. 
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ORGANISATIONAL ENVIRONMENT 

Cannon Hill Anglican College is a dynamic Christian learning community which strives to offer a balanced and 
holistic educational environment, in order to develop the intellectual, social, physical, emotional, aesthetic and 
spiritual dimensions of each of its members. Cannon Hill Anglican College is based on the principles and traditions 
of the Anglican Church and fosters among its students, staff and parents, a lifestyle based on Christian values. 

Commitment to the development of the College and its reputation, in the community, consistent with its mission, 
vision, ethos and Anglican Identity. 
 
VISION 

Cannon Hill Anglican College - distinctively innovative, successful, and sustainable Anglican co-education. 
 
ORGANISATIONAL EXPECTATIONS 

• All employees are expected to respect the confidentiality of the individual, and to treat all members of the 
College community with courtesy. 

• All employees are bound by the requirements of the College's policies, procedures, and any other practices 
(such as the Code of Conduct) and are expected to provide appropriate support and pastoral care to students 
of the College. 

• Cannon Hill Anglican College is committed to maintain a healthy and safe work environment. Everyone must 
adhere to the work Health and Safety Act 2011. 

• As a condition of employment employees are expected to obtain and hold for the duration of employment, a 
current Suitability Notice (Blue Card). Teaching staff are also required to maintain their Teacher Registration. 

• All staff are required to familiarise themselves with the College Child Protection Policy. 

• With regard to student behaviour, a non-teaching staff role is not to actively discipline a student but rather 
one of observance and reporting (to the appropriated teacher of Assistant Principal- Pastoral Care and 
Administration) of any misdemeanour so that sanctions may be invoked where required. However, within the 
staff's duty of Care it may be necessary to step in when a situation is unsafe, or a student is at risk.  

• All employees recognise and accept that multi-skilling is an essential component of the College and all 
employees may be required from time to time to undertake duties that are outside their normal position 
description but within their skills, competency and capability.  

• Much of the information gleaned by staff during their duties is confidential and should be treated as such. 
Staff shall not use confidential information to gain advantage for themselves, their related persons or for any 
person or body, in ways which are inconsistent with their obligation to act impartially. Nor should such 
information be used improperly to cause harm or detriment to any person, body, or the College.  

• Proof of qualifications will also be required prior to commencement. 

 
RELATIONSHIPS AND AUTHORITY 

This level requires employees who have had sufficient experience and/or training to enable them to carry out 
their assigned duties often unsupervised, using established procedures and practices. 

Problems are solved by reference to established procedures, practices and instructions.  Initiative and judgement 
is used to apply such procedures, practices and instructions. 

The position is responsible to the Principal through the Director of Performance Music for the day to day 
performance of administrative duties.  Within the supervision provided, employees at this level have 
responsibility and accountability for their own work.  The work at this level is subject to regular checking related 
to its overall progress. 
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KEY RESPONSIBILITIES 

1 Curriculum 

• To deliver specialist music lessons to College students who have a current Music Enrolment Contract.  
Lesson duration is 30 minutes, unless otherwise advised. 

• To schedule lesson times at a mutually convenient time to both teacher and student each week, taking into 
consideration special requests from parents and College events. 

• To advise students in advance of any changes of timetable due to tutor absence. 

• To keep an accurate attendance roll at all times. 

• To complete notice of absence forms for distribution to parents for all un-notified student absences. 

• To accurately complete lesson profiles, providing details on lessons received and work undertaken to date, 
on the College’s music database program. 

• To provide detailed progress reports for distribution to parents at the end of each teaching semester. 

• To notify the Director of Performance Music of any concerns that are conveyed to you, during the normal 
course of lessons, regarding student well-being. 

• To flag any concerns you have regarding the successful delivery of the music program directly to the 
Director of Performance Music. 

• To assist with directing or accompanying College ensembles, as requested by the Director of Performance 
Music. 

• To attend College events and performances as directed by the Director of Performance Music – (i.e. Annual 
Departmental Meeting, Music Staff Recital, Parent Information Evening and the Annual Music Awards 
Evening). 

 

2 Pastoral Care  

• Facilitate student learning and development through support of the pastoral program, values and aims of 
the College. 

• Promote the services of the College’s Performance Music Department to potential students. 

• At all times to act in a professional manner, consistent with the College’s ethos and image in the wider 
community. 
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SELECTION CRITERIA 

1 Qualifications and Experience  

• Bachelor’s Degree in Music or Music Education or equivalent is essential.  

• Current First Aid Certificate is desirable. 
 

2 Interpersonal Skills and Pedagogy 

• Proven teaching experience in the specialist discipline.  

• A high level of organisation is necessary to manage your teaching load. 

• The ability to set achievable long and short-term goals for your students is essential.  

• A friendly and professional demeanour and the ability to motivate and relate well with school-age 
students in a P-12 environment. 

 
3 Information Technology and Communications Skills 

• Experience in the basics of Information Technology to assist in the running of the Performance Music 
program. 

• Maintaining an accurate roll and record of lessons on the College’s Music database is a crucial 
requirement of this position. Training and assistance will be provided to successful applicants. 

• Well-developed communication and interpersonal skills, with an emphasis on building and 
maintaining quality relationships with all members of the College community. 

• A Specialist Music Tutor is expected to display a friendly, courteous and diligent manner in dealing 
with colleagues, students and parents of the College and is expected to maintain the utmost 
confidentiality in all matters. 

 
4 Professionalism 

• Ability to work in a manner that promotes a lifelong appreciation and enjoyment of learning Music in 
our students. 

• The presentation of a professional, dedicated and inclusive attitude and demeanour at all times.  
 

5 Personal Characteristics 

• This position is expected to display a willingness to contribute as part of the Music Team to ensure an 
effective operation of the Performance Music Department’s core objectives and ensemble program. 
  

6 Spirituality 

• An understanding of and respect for Christian values and demonstrable support for the College’s 
Anglican ethos. 
 

7 Blue Card and National Police Check 

• Possession of a current “Positive Notice Letter and Blue Card” issued by the Public Safety Business 
Agency. (Applicants who do not possess this but are willing to apply for the position knowing they 
must satisfy eligibility criteria will be considered). 

• A National Police Check must be completed every three years in line with the Blue Card renewal. 
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