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Lincoln Concierge 2026
APPLICATION FORM


Name:	




Thank you for applying for appointment as a Lincoln Concierge for 2026. This application form is designed to allow you the opportunity to provide information that will assist your application, and to assist the members of the Selection Panel to form their recommendation to the Head of College who will make the appointments. Please fill it in thoughtfully and attach a copy of your latest academic transcript. 
	
The Lincoln Concierge positions form part of the student service team and plays a key role in shaping the culture of Lincoln College.  A Position Description is included with this form.  In completing the form, please shape your responses so that they address the requirements of this PD.  Please limit your responses to the space allowed.

Your application and associated documentation is due by 10am, Monday 17 November 2025.  Please submit your application via email to admin@lincoln.edu.au  Late applications will not be considered.

Applicants will be notified of the outcome by Friday 28th November 2025.	

Privacy notice: The information on this form will be made available only to Selection Committee. Once appointments for 2026 have been made, the applications of successful applicants will be kept on file until the end of 2026; the applications of those not appointed will not be kept.


1.	Why do you wish to be considered for the role of Lincoln Concierge?

2.	Comment on the strengths – qualifications, attributes, skills and relevant experience that would equip you to do this role well.  


3.	Do you have any ideas that could suggest for this role next year?


4.	What is the key message you would want to share with families touring Lincoln with you as a concierge?


Please attach a scan of your full academic transcript
Applications will not be processed without this document.


POSITION DESCRIPTION


	Name of role
	· Lincoln Concierge (multiple positions)

	Accountable to
	· Head of College, through 
· Marketing Manager & Office Manager

	Position purpose
	· To support a group of students who are readily available to promote the benefits of life at Lincoln

	Essential criteria
	· Satisfactory rate of academic progress
· A record of positive contribution to the college
· High level relational skills, especially in confident conversation
· Readiness to personify the core values of the College
· Flexibility and availability

	Responsibilities and Duties
	· Conduct tours of the College during the year as required, welcome and tour prospective families
· Make informal and formal presentations as required when school groups are visiting the College
· Occasionally attend visits to schools, marketing events, promotional stands/stalls (with a College staff member, with other students, or alone) during the year
· Contribute ideas in the planning and promotion of the College. 

	Scholarship value
	· $30 per tour/presentation
· Travel costs when attending offsite presentations

	Tenure
	· One academic year

	Other conditions
	· Undertaking Concierge training with Office Manager & Marketing Manager
· Student Leaders commit to keep and uphold all the values and rules of Lincoln College
· Position is subject to the satisfactory completion of your university subjects in the semester prior to taking on this role.
· A performance review will take place at the end of semester 1 and the continuance of the role will be dependent on the satisfactory outcome of the review.
· Where course requirements require an absence of more than 3 weeks, the role may be renegotiated with the Dean of Students and proof will be required.
· If you terminate your position of employment with the College, a minimum of 2 weeks’ notice in writing is required.
· The position is part-time with primary responsibilities being conducted after hours, in the evenings and on weekends.
· You are entitled to take leave during the university breaks in accordance with your course structure. 
· An undertaking to abide by the “Code of Conduct” and all policies and procedures as set out in the Student Handbook.
· Actively support college life, by being present at weekly Formal Dinners, HTC sports, functions, panels, Corridor Cup, and any other activities on offer.
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