
 
 

  
 
 
 
 

    
 
 
 
 
 
 

Administration Officer 
 
Contract Type: Full time, six (6) month maximum term agreement 

Pathways School

Administration and Compliance Manager

Pauline Bowles – pbowles@trinity.unimelb.edu.au

The purpose of this position is to provide administrative support within the Student Journey portfolio, 
particularly in the areas of admissions, registrations and student accommodation for prospective and current 
students of the Foundation Studies Program in accordance with internal policies as well as Federal legislation 
such as the Education Services for Overseas Students Act (ESOS), the National Code, Department of Home 
Affairs (HA).   
 
Reporting to the Administration and Compliance Manager, the position requires an enthusiastic, well-
organised and flexible person with a friendly, professional manner who has the ability to develop a rapport 
with people from a range of countries and cultural backgrounds. 
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https://www.divinity.edu.au/
https://www.trinity.unimelb.edu.au/learning/theological-school/events-and-continuing-ed.html

