
  
 
 
 
 
 

 
COLLEGE MISSION 
 
Our purpose: 'We are a Catholic Community committed to empowering every learner to serve and enrich our 
changing world', together with our motto Sequere Dominum, ‘Follow the Lord’, provides the focus for learning for all in 
the community.  
 
COLLEGE VALUES 
 
Guided by our Christian beliefs, our values focus on: 

• Nurturing a living faith 
• Promoting justice and service to others 
• Striving for excellence in all we do 
• Fostering joy in learning 
• Respecting the dignity of each person 
• Creating and maintaining a caring and inclusive College community. 

 
COLLEGE OVERVIEW 
 
Corpus Christi College is a co-educational Catholic school comprising 1300 students from Years 7 to 12. Initially 
established by the Catholic Education Commission of WA (CECWA) and opened in 1983, this was seen as a 
landmark for Catholic education in WA as the College was the first non-Order owned co-educational Catholic 
secondary college in the Archdiocese of Perth established by CECWA. 
 
Corpus Christi College has earned a strong reputation in the surrounding community focused on providing the very 
best Catholic education directed to the growth of the whole person for young men and women since 1983. 
 
Corpus Christi College is made up of ‘one body made up of many parts’. In ‘Following the Lord’ as our motto Sequere 
Dominum challenges us, we support parents in guiding students to live life in the Catholic tradition, working towards 
developing a culture of excellence through a quality teaching and learning culture within a supportive, inclusive and 
pastoral environment for the young men and women in our community. Teachers and staff are learners too. In 
continuing to develop all staff in the College, we aim to provide an educational programme that ensures high 
achievement for all students.  
 
INTRODUCTION TO THE POSITION  
 
The Business Manager supports the Principal in ensuring there is sound financial management of the College for the 
future for the maintenance and expansion of College facilities, and to manage the financial and operational (non-
academic) activities of the College. In so doing, the Business Manager will work closely with the Principal to ensure 
Corpus Christi College reflects the mission of a Catholic school, and as a member of the Executive Leadership Team, 
work to support the achievement of the key education goals of the College. 
 
Apart from a strong working relationship with the Principal, the responsibilities of the Business Manager require that 
there is consultation and collaboration with the Vice Principal, the Deputy Principals, the Director of Learning 
Technologies, academic leaders who form the Teaching and Learning Council, other Team Leaders (eg Property 
Manager, College Accountant, ICT Administrator, Administration Team Leader) and other educational Coordinators, 
as well as teachers in the conduct of the finance and operations of the College.   
 
The Business Manager is a senior non-academic manager and carries the responsibility for financial management, 
property and the administrative operations of the College, on behalf of the Principal. An associated support function is 

Business Manager 



to oversee all building projects in accordance with the approved Capital Development and Maintenance Plans 
approved by the College Principal, the Leadership Team and College Board, and CEWA.  The role also includes 
managing the school asset base (maintenance & grounds), the catering and cleaning services, uniform shop, and the 
administration processes and procedures of the College. A secondary but equally important role is the provision of a 
Secretariat function to the College Board and its various sub-committees, particularly the Board Treasurer and the 
Finance Committee. Other Board sub-committees include Building, Risk Management and Marketing. 
 
The Business Manager shall make a valuable contribution to school life and build the confidence and respect of 
students and teachers by becoming involved in the full life of the College, according to personal interest and 
expertise. As a member of the Leadership Team, the Business Manager is expected to support and attend major 
college functions, such as the Annual Awards Presentation Ceremony, Graduation Mass and Awards Ceremony, and 
sports days. The Business Manager should not only be prepared to contribute expertise in the finance and 
operational aspects of College functions, but also seek to acquire an appreciation of, and empathy with, academic 
functions.  
 
PURPOSE OF THE POSITION 
  
The Business Manager actively contributes to the strategic intent of the College (Strategic and Finance Plans) and 
provides operational leadership for the effective College operations in many aspects of the non-academic life of the 
College, including the financial, building, property and maintenance, and the administrative day to day management 
of Corpus Christi College. The Business Manager ensures effective business operations within the College campus 
through communicating effectively and building strong working relationships with staff, Catholic Education of WA staff, 
as well as College suppliers and contractors. They are also expected to provide transformative and empathetic 
leadership and management styles to the teams they have responsibility for, who shall be focused on the principles of 
service excellence, establish strong and ethical business principles which are in keeping with gospel values, form 
effective business partnerships with contractors and service providers, and develop harmonious and productive 
working environments. This includes:  
 

(a) playing an active role in the developing and implementing of the School’s current and future strategies and 
objectives using contemporary business practices in finance and administration which is appropriate to the 
mission of Catholic schools;  

(b) leading the business operations functions which support the College including Finance, Administration 
Services, Facilities Management, Human Resources, Marketing, and Enrolments; 

(c) form key relationships with College personnel associated with the non-academic functions of the College, 
especially the Information Communications Technology department;  

(d) support the Principal in strategic objectives by managing financial governance measures and risk 
management policies under the guiding principles outlined in this document. 
 

The Business Manager is a member of the Executive Leadership Team and supports this team in both the strategic 
and day-to-day leadership of the School. The Business Manager leads, develops and drives the execution of 
initiatives aligned to achieving the values, vision, mission and strategic objectives of Corpus Christi College in a 
manner befitting a senior leader in a Catholic school, and fosters a climate of quality and excellence, service and 
justice.  
 
Whilst the primary responsibilities of the position are articulated, it is expected that the incumbent will engage with the 
wider College community and participate fully in events and activities, playing an ambassadorial role as a senior 
representative of Corpus Christi College as a member of the Leadership Team. 
 
This Position 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. 
 
 
 
 
 



KEY STANDARDS  
 
The key standards associated with the role of Business Manager are well describe by CEWA service provision 
standards. These include: 

• A positive service culture is based on based on strong relationships and a Christ-centred and student-
focused ethos. This requires a personal commitment, belief and a focus on individual relationships. 

• Decisions about finance, administration and operations are primarily College focused, balancing need with 
available resources, service oriented in approach, flexible in nature, with strategic decisions made in 
collaboration with the Principal and Leadership Team; 

• Effective communication is the exchange of information in a two-way process of reaching mutual 
understanding. Demonstrating excellent verbal and written communication skills for staff management, team 
productivity and peer consultation and collaboration are essential. These processes should be professional, 
purposeful, informed, empathetic, respectful and transparent. The ability to work well under pressure is 
critical. 

• Effective collaboration occurs when a group of people constructively work towards a common goal, exploring 
and sharing their ideas to facilitate a solution or innovation.  This includes not only members of the Support 
Staff and Team Leaders who report to the Business Manager, but also Board and P&F members, parents 
and parishes, and service providers and contractors. The relationships formed are based on trust, aligned to 
purpose, are transparent, and promote engagement. 

• Demonstrate a high level of professional knowledge and practice which is guided by CEWA and College 
policies; is data, evidence and research-based; reflective; and adaptable and refined where appropriate. 
Flexibility to adapt to a changing environment is a critical element. 

• Integrated service delivery refers to ensuring the various teams under the leadership of the Business 
Manager are responsible for work in an integrated manner to ensure a high quality service delivery, building 
and supporting a strong and ethical work environment, which includes working with CEWA personnel in a 
number of service areas within Catholic education, and collaborating to coordinate various College finance, 
administrative and operational teams. 

• Capacity building refers to the processes of strengthening the knowledge, abilities, skills and disposition of 
staff. Fostering entrepreneurial approaches, enabling individual staff to excel, ensures the College promotes 
an ongoing culture of improvement, as well as trust and respect for new ideas incorporated into high level 
operational procedures. 

• In collaboration and with the support of the Principal, demonstrate an active involvement in the development 
and evaluation of strategic goals, and as a CEWA systemic school, actively incorporating system initiatives, 
strategic priorities and developing partnerships with other schools. 

• A cyclic review and evaluation which includes the assessment of the effectiveness and efficiency of 
processes, programs and outcomes with a view to the improvement of management procedures and 
services. 

 
KEY AREAS  
 
The Business Manager is responsible for the College’s finance, building and maintenance, and administration 
services teams, and has responsibilities to the key staff who oversee the information communications technology, 
marketing, staff responsible for human resources and enrolments. These teams and individuals together form the 
College Operations and Administration Teams. The Business Manager has responsibilities for these plus strategic, 
legal and risk management functions, and Catholic Education of WA system compliance and audit requirements, as 
directed by the College Principal. 
 
A. Strategic Leadership  
 

1. Catholic leadership promotes the purpose and aims of evangelisation. As a member of the College 
Leadership Team, the Business Manager shall assist the Principal in the development of the College as a 
faith community by ensuring that Christian values are reflected in attitudes, policies and practices they are 
responsible for. 

2. Assist in the development and implementation of the College Strategic Plan by actively supporting the goals 
contained within two key documents, the CEWA QCS School Review and Improvement Framework and the 
Bishops of WA Mandate for Catholic Schools. 



3. Actively support the promotion of a Catholic culture, including providing opportunities for staff to 
be actively involved in prayer and in liturgical and faith based experiences. 

4. Play an active role in the design, development, implementation and monitoring of the current and 
future strategies and objectives, ensuring that the College makes the best use of its resources 
including consideration of financial implications of planned strategies.  

5. Be accountable for implementation of elements of the business plan as they relate to College goals, 
including those stipulated in the Strategic Plan and associated plans: Finance, Capital Development, 
Maintenance, Risk Management, Marketing, and Information Communication and Technology Plans, to 
name a few.  

6. Adhere to CECWA and College policies, ensure essential records are maintained and associated routine 
matters are addressed with perseverance and punctuality. 

7. Promote key strategic objectives to all College Operations and Administration Teams, ensuring that there is 
understanding, engagement and participation at all staff levels.  

8. Develop, recommend and implement contemporary business management practices, policies and 

procedures, which positively support College operations.  

9. Encourage and maintain a climate of quality and excellence within the College, and develop collaborative 

relationships with internal and external stakeholders.  

10. Model a positive and proactive approach to change. 

11. Actively and publicly promote the College Purpose, Beliefs and Values as a Catholic school in collaboration 

with the College Executive Leadership Team.  

12. Be proactive in the promotion and development of sustainable practices  
13. With regards to meetings, effectively chair and/or actively engage in discussions, and when required, 

produce and circulate meeting agendas, minutes and associated papers in a timely fashion. 

14. Keep the College Principal apprised of all financial, administrative and operational matters, as appropriate. 

 
B. Financial and Resource Management  
 
The Business Manager is expected to keep abreast of developments in the financial management of Catholic schools 
in WA. A detailed knowledge is required of changing government and systemic policies affecting the funding and 
functioning of schools such as Corpus Christi College. It is also expected that the Business Manager will implement 
business practices that bring financial safety, benefit and appropriate efficiencies to the organisation.  
 
Financial responsibilities and requirements include: 
 

1. Partnering with the Principal and Board in providing strong and sustainable long term financial management 
of the College, including the development of financial strategies and goals, whilst modelling strong financial 

stewardship. 

2. Manage the financial outcomes of the College through effective engagement in the budget setting process 

and on-going monitoring and management of revenue and expenditure, and cash flows.  

3. Manage the preparation of the Annual College Budget, financial plan and annual accounts.  

4. Manage the College End of Year processes including processes surrounding preparing for the annual 
financial audit, culminating in the approval and submission of the Annual Financial Report and Annual 
Financial Statement (AFS). 

5. Develop, recommend, implement and monitor strong systems of internal control and effective systems and 
processes with regards to managing income and expenditure. 

6. Review and analyse operating results in relation to costs, budgets and operating policies.   
7. Take an active role in project management and monitoring of outcomes across major projects, building and 

maintenance initiatives, in collaboration with the Property Manager and the Project Manager, ensuring the 
Principal is kept informed. 

8. In collaboration with the Principal and Leadership Team, develop and maintain a plan for small capital 

projects to ensure the ongoing development of College facilities in alignment with educational goals. 

9. Devise a strategy for the letting of College premises / facilities to third parties and oversee this process.  



10. Understand the effects and implications of government policies, legislation and directives and develop 

effective solutions for managing their impact on current and future strategies.  

11. Implement an effective and efficient procurement management system that supports the needs of the 
various teams and groups in the College. 

12. Ensure compliance and adherence with College policies and procedures, CEWA guidelines, and government 
and industry reporting standards and guidelines, as appropriate. Examples include the CEWA School Fees: 

Setting and Collection, Capital Planning and Development, and Occupational Safety and Health Policies. 

13. Responsibility for reports and data required by CEWA and government agencies (eg Census Reports in 
February and August, the CEWA Mid-Year Budget Review, the Annual Gender Equity Report, the Annual 
Animal Welfare Act Report) are completed accurately and submitted punctually. 

14. Act as the key contact point for all funding agencies, including preparing and the timely lodging of grant 

applications, acquittals and reporting.  

15. Actively support the role of the College in its links to the wider Church and Church agencies, as they relate to 

the role of Business Manager. 

16. Promote the development of best practice management reporting and toolkits to facilitate effective finance 

management, administration and operations. 

17. Direct and review the analysis and interpretation of statistical and accounting information for use in 
management decision-making  

18. Lead the development of short and long-term financial policies, objectives and plans, and oversee 
implementation of agreed financial plans.  

19. Provide thoroughly researched material supported by the provision of data to the Principal with regards to 
the commercial implications of plans for any new operating activities in the College. 

20. Provide timely and reliable financial and management information to the College Principal, Board and 
Finance Committee for consideration and approval, as appropriate. 

21. Provide expert advice in financial management and business strategy to the Principal, as and when required. 

 
 
C. Organisational Leadership and Management  
 

1. Ensure the key standards associated with the role of Business Manager, as outlined in this document, are 
modelled, developed and adopted, and evaluated from time-to-time. 

2. Provide operational leadership for the effective administration and day-to-day management of the College 
ensuring effective systems and processes for management of the College Operations and Administration 

Teams in conjunction with the Principal.  

3. Clearly understand the vision and mission for the College and adopt them as part of daily work routines, in 
the development of policies and procedures, and when working with teams to implement improvement 
strategies, in accordance with College policies and procedures. 

4. Liaise with the College Project Manager, as well as architects, builders and consultants, as required, with 
regard to school building and maintenance projects and their overall budgetary and financial accountability  

5. Manage and coordinate processes for the development and maintenance of departmental budgets in 
collaboration with the Leadership team and Cost Centre Managers, providing timely advice and support as 
necessary, whilst ensuring effective costs control systems are in place, and continually evaluate these 

processes for improvements. 

6. Communicate with and meet regularly with the Cafeteria and Uniform Shop Managers. 

7. With regards to information systems and information communications technologies, the Business Manager 
will collaborate with and support the Director of Learning Technologies (DLT) in the development of the ICT 
Strategic Plan and managing the ICT budget as a member of the ICT Executive Leadership Team, which 
includes the DLT (chair), Principal and Leadership Team and the ICT Manager, as well as Key ICT 

personnel contracted to the College, as needed. 

8. Meet regularly with Property Manager to ensure effective and efficient discharge of their duties and 
responsibilities for the smooth operation of the school, and oversee the development and maintenance of all 
school buildings, grounds and equipment. Ensure the Principal is kept informed of the progress of projects, 



maintenance and contracts. 

9. Promote and model health and safety across the School, with an emphasis on compliance with Work Health 
and Safety requirements, and by ensuring Worksafe conditions, by regular inspection, are adhered to by 
contractors and school staff at all times.  

10. Coordinate, communicate and evaluate College Emergency Evacuation Procedures and Policies. 
11. Act as a point of escalation in matters of discipline, performance and interpersonal conflict (in support of 

other leaders) according to relevant CECWA and College Policies. 
12. Oversee security services, including out-of-hours responsibilities associated with security breaches that may 

arise.  
13. Oversee the management of service contractors to ensure that risk and contractual obligations are met. 
14. In collaboration with marketing personnel and the enrolments team, work with the Board on the ongoing 

development and implementation of a College Marketing and Promotions Plan, which will include a view to a 
future Foundation to encourage philanthropy.  

15. Meet regularly with the Marketing and Community Relations Team and review operations which promote the 
College educational programs and events, and ensure ongoing enrolments.   

16. Support the Registrar in their role of overseeing new student enrolments and the collation of statistics with 
regards to student withdrawals. In terms of the impact on budgets, monitor enrolment targets in conjunction 
with the Registrar and the Principal.  

17. Implement and co-ordinate appropriate resources to achieve the organisational requirements of the strategic 
plan.  

18. Provide personal witness to Catholic values, even if a non-Catholic, by encouraging and participating in the 
liturgical, sacramental and prayer life of the College. 

19. Build alliances and networks with professional communities beyond the College community.  
20. Motivate and work with others to foster creativity, innovation and the use of appropriate technologies in order 

to achieve excellence in work practice, often by leading and working through teams. 

 
D. Governance Support and Risk  
 

1. Ensure effective risk management practices including Occupational Safety and Health policy and 
procedures, disaster recovery for financial and non-academic operating systems, and employment law and 
third party contract management, in collaboration with the Principal.  

2. Develop, implement and review a risk register and associated policies and procedures and risk management 

strategies.  

3. Act as Secretary to the Board, including being responsible for minutes, agendas, following up agreed 
actions, all administrative aspects, and compliance with legal and regulatory requirements. This includes 
involvement and coordination of the various sub-committees of the Board, including the Finance and Risk, 

and Building Committees. 

4. Maintain College records to comply with CECWA and State and Commonwealth government requirements. 

5. Ensure the College has effective and adequate insurances (including for capital works projects), liaise 
effectively with Catholic Church Insurances (CCI) and handle any claims that arise according to CECWA 
policy.  

6. Negotiate, manage and monitor contracts, tenders and agreements for the provision of support services with 
the full knowledge and support of the Principal, and with the assistance of College Operations and 

Administration Team Leaders, as appropriate. 

7. Ensure the college transportation system addresses college needs and is reliable and economical (public 

transport services, vehicles, contractors, bus licensing, safety). 

8. Act as key contact person for union and other regulatory bodies associated with the role.  

 
 
E. Staff Leadership and Management  
 

1. Guide, monitor and evaluate staff performance, succession planning, recruitment, induction and professional 

learning and relevant training for all College Operations and Administration Team staff.  

2. Assist in the appointment, lead, manage and support all College Operations and Administration Team staff, 



ensuring that legislative and regulatory requirements are met.  

3. Promote a strong working relationship between teaching and non-teaching staff to deliver strong outcomes 

for students, staff and the College community.  

4. Foster a positive and dynamic working environment by developing a team approach, ensuring open 

communication, transparent and effective decision-making and collaborative work practices.  

5. Meet regularly with all relevant team leaders (Finance and Administrative team leaders, the Property 
Manager, and the Technical Manager), set agendas collaboratively and agreed action points, reporting to the 
Leadership Team, as appropriate, and communicating at all levels effectively. 

6. Support and promote the principles of Gender Equity in employment procedures and promotional 

opportunities according to Government regulations and CECWA policy. 

7. Address and resolve matters of performance and conduct, in accordance with CECWA and College policies, 

procedures and values.  

8. Develop strong working relationships with contractors and service providers to the College, ensuring 
systems and procedures are aligned with relevant College policies, and evaluating partnerships from time-to-
time, with the full knowledge and support of the Principal. 

9. Encourage or demonstrate effective communication within and beyond the College community, including 
keeping staff informed about relevant decisions and issues, as appropriate.  

 
 
F. Other Duties as required by and negotiated with the Principal 
 
ESSENTIAL CRITERIA  
 

1. Degree qualifications in Business Management, Economics, Law, Accounting or related area. CA or CPA 
qualified (preferred).  

2. Demonstration of professional conduct, a welcoming persona and a positive attitude. 

3. Proven extensive business management experience, including an in depth understanding of strategic 
financial management, together with experience in the leadership and management of staff and business 
operations across a number of disciplines.  

4. Ability to work at an Executive level including Board reporting, and demonstrated ability to motivate and lead 
a multidisciplinary team to achieve a Strategic Plan using contemporary business practices.  

5. Strong interpersonal skills to communicate at all levels of the College and with external stakeholders. This 
includes an ability to effectively negotiate, resolve conflict, motivate, support and engage stakeholders. It 
also includes the ability to remain solution focused and calm in a fast paced environment. 

6. Demonstrated ability to project manage capital works programs, including those associated with 
Occupational Safety and Health, risk management, budget and resource management.  

7. Significant experience of leading, implementing and reviewing quality processes and strategies that are 
embedded throughout an organisation.  

8. Sound judgment and the ability to operate autonomously, and demonstrated initiative and innovative thinking 
in dealing with issues in a decisive and consistent manner.  

9. Supportive of the Catholic ethos of the College  

10. Current WA Working With Children Check and a current (obtained in the last 12 months) National Police 
History Check.  

11. Accreditation to Work in a Catholic School qualification to be completed in the first term of the contract. 

 
All staff new to Catholic Schools are required to achieve ‘Accreditation to Work in a Catholic School’. This is a 
professional development course that welcomes staff into the Catholic Education system and provides a basic 
knowledge of Catholic ethos and how this impacts on our schools.  The first step in the process will be an ‘Orientation’ 
Seminar held at the Catholic Education Office in Leederville or Doubleview each school holiday period. The 
successful incumbent would be expected to achieve this qualification in their first two years. 
 



There are other requirements for the successful applicant, including attending a workshop on the Mandatory 
Reporting of Sex Abuse. 
 
Active membership of the Association of School Business and Administrators (WA) is encouraged, as is involvement 
in seminars and working parties at the Catholic Education Office of WA (CEWA), in order to provide avenues of 
continuing professional development and peer support. 
 
Specific experience in the following would be highly desirable: 
 

1. Leadership and management of medium size teams with responsibilities for staff PD, OSH, Task delegation, 
supervision and review of output quality. 

2. Substantial commercial and financial leadership experience. 

3. Experience of leading annual reporting and planning cycles. 

4. Macro (analytical) and micro financial analysis skills at project, reporting and at all organisational levels of 
the organisation. 

5. Interpretation and conversion of results into new initiatives and plans and ability to influence when 
recommending a course of action. 

6. Ability to identify business implications in data or information, including drivers which contribute value. 

7. Excellent planning and forecasting skills. 

8. Excellent accounting skills, including understanding financial systems and standardized processes with good 
financial modeling skills. 

9. Ensure that policies and programs for preventing waste, fraud, abuse and mismanagement are in place, 
understood, and through the Principal, enforced. 

 
FURTHER DESIRABLE CRITERIA  
 

1. Practising Catholic, involved in a parish community. 

2. Experience in the education sector, including an understanding of educational legislative requirements, 
including Catholic Education Commission of WA, State and Federal Government policy and funding 

arrangements.  

3. Post Graduate business and/or education qualifications, for example, MBA.  

 
REMUNERATION AND CONDITIONS 
 
The remuneration package is to be negotiated with the Principal prior to appointment, is dependent on the 
qualifications and experience of the successful applicant, and is at the level in keeping with the responsibilities 
associated with this role. 
 
Commencement date is negotiable. 
 
 
REPORTING RELATIONSHIPS  
 
This position reports to:  

 
 
 
 
Principal  

 
Direct reports to this position:  

 
College Accountant and the Finance Administration Team  
Property, Maintenance and Grounds Team  
Marketing Team  
Information Communications Technology Team  
Administration Services Team, including the College 
Registrar 
Student Services Team  
 



 
Internal relationships:  

 
The Business Manager is a member of the Executive 
Leadership Team. The Business Manager will liaise with 
the Board, staff and students across the College to fulfill 
the inherent requirements of the position.  
 

External relationships:  The Business Manager will liaise with members of the 
parent community, relevant committees and associations 
and peers in similar Schools as necessary.  
 
The Business Manager will also liaise with the CEWA, 
Service Providers, other third parties, government 
reporting bodies as required.  
 
 

Length of contract:  After an initial three-month trial period, the position will be 
a 3-year contract with the opportunity for renewal based 
upon successful work performance.  
 
 

 
APPLICATION PROCESS:  
 
Applicants will be required to include a covering letter outlining their reasons for applying. 
 
This letter will be attached to the completed Employment Application Form which includes a statement regarding how 
their qualifications and experience address the essential and desirable criteria of the role of Business Manager at 
Corpus Christi College.  
 
Applicants will be required to attach this to their Curriculum Vitae, mark the documentation as ‘Confidential’ and 
address the application to the Principal. To submit the application: 
 
Email: HR Officer, Belinda Hermawan 

belinda.hermawan@cewa.edu.au 
    
Post:  Corpus Christi College 

PO Box 279 Willetton 6955 
 
 
 
TIMELINE 
  
Closing Date for Applications   Thursday 5 October 12.00pm  
 
 
Confidential enquiries may be made by contacting the Principal Caroline Payne at the College on (08) 6332 2506 
 
 
 
Version Two: September 2017 
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