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POSITION DESCRIPTION


	Position Title
	Employment Development Officer

	Division
	JSA

	Classification
	6.1

	Job Holder
	

	Prepared By
	Nicholas Cowham
	Date
	12/01/2012

	Staff  Reporting to Position
	nil
















1. Position Summary
The EDO is responsible for identifying labour market opportunities and assisting with the matching of appropriate participants to vacancies. They will focus on establishing long term professional relationships with employers that result in sustainable job opportunities and work experience placements for our job seekers. The role is results-focused, ensuring strict compliance with the JSA contract and the punctual activation and processing of outcome claims.
2. Responsibilities

1) Identify suitable labour market opportunities and place participants into employment
2) Develop and strengthen employer relationships
3) Administration and contract compliance

4) Employment outcomes

5) Professional development

3. Major Accountabilities

	ACCOUNTABILITIES
	PERFORMANCE INDICATORS

	1) Identify suitable labour market opportunities 
· Research and understand the local labour market – sharing this knowledge with team regularly to assist in participant work preparation and contribute to quarterly labour market plans
	· Has a current, in-depth knowledge of labour market opportunities

	2) Develop and strengthen employer relationships
· Implement a monthly ongoing contact visit with all current known employers in area

· Identify new employers and develop a daily contact process to introduce yourself to new employers

· Source appropriate vacancies from current, ex and prospective employers

· Ensure all information relating to employers including contact are noted in database, together with a forward dairy note to remind you of next contact 

· When contacting employers for whatever reason, take the time to understand their business and their employment needs and use the opportunity to promote our services and reverse market specific participants
· Attend when required any networking opportunities. For example, Local Business Chamber meetings.
	· Employer contact list is up-to-date and regular contacts made
· Strong networks are established and nurtured within the ESA

· Tangentyere JSA is the preferred Employment Service for ALL organisations seeking Indigenous employees 


	3) Administration and contract compliance

· Ensure compliance with the Job Services Australia contract for all relevant activities, code of conduct and all statutory legislation
· Maintain accurate participant and employer data/records using ESS to ensure relevant evidence is recorded
· Ensure professional phone etiquette and conduct is displayed at all times
· Ensure all letters and correspondence are sent and dealt with in an accurate and timely manner

· Refer clients to relevant support services for 
assessments, treatment plans and follow up of recommendations 
· Carry out other duties as required by management
	· ESS Diary is up-to-date, accurate and compliant
· 100% of participants have forward appointment

· 100% EPP’s on caseload are up-to-date and compliant
· Job Seekers that do not fulfil commitments are promptly PR’d or given a Contact Request 

	4) Employment outcomes

· Prioritise placements of participants from caseloads for interviews and placements from GR50-GR40, Stream 4 to Stream 1
· Identify participants skills and experience for appropriate job matching and selling to employers
· Complete and maintain all compliance reporting for placements

· Ensure all Provider Brokered/Assisted Placements & Outcome claims are activated and processed within 28 days of placement

· Working closely with PPS team ensure appropriate intervention strategies are implemented for any ‘at risk’ of possible fall off of participants in work

· Working with PPS team, employers and participants to ensure that all placements become full 13 and 26 week outcomes
	· Participants are placed into sustainable long term employment

· Meet or exceed targets for Provider Brokered Placements

· Meet or exceed targets for 13 & 26 week outcomes for employment 

· All relevant claims are activated and processed in a timely manner

· Ensure 13 and 26 week full outcomes for Employment and Education are achieved

	5) Professional development

· Take ownership for own personal development

· Participates in performance and development planning process

· Actively participates in staff meetings and hook ups

· Adheres to relevant training materials and updates on UES Smartclient/Learning Centre
	· Attends professional development activities, conferences, courses 
· Involvement and participation in meetings and functions 


4. Relationships
Internal

The role will liaise with a number of internal departments, including:
· TES 
· Housing
· Social Services

· Youth Services

· Family Wellbeing

· Aged Care

· Town Camp Community Centres
External

The role will liaise particularly with:

· Employers
· Centrelink 

· Support Services (eg Youth Connections, STEPS, Congress, Grog Mob, CAAPU etc) 
· Other NGO’s
5. Competencies

· Has or is able to obtain a Cert IV in Employment Services (CHC42008)
· Demonstrated sales and marketing experience

· Has a sound working knowledge of the Employment Services System (ESS) database 
· Has a broad knowledge of the Job Services Australia (JSA) Contract and a clear understanding of all relevant contractual obligations

· Demonstrated ability to achieve organisational goals and targets by effectively placing clients into sustainable employment outcomes 
· Solid understanding of commercial and labour trends as well as knowledge of relevant legislation including Anti-discrimination, Equal Employment Opportunity, OHS, Privacy and Freedom of Information

· Understanding of barriers to employment and effects of unemployment

· Time management, planning and organisational skills

· Ability to work effectively both individually and in a team environment

· Computer literate

· Good oral, written and interpersonal skills 
Tangentyere Core Competencies
· Commitment

· Teamwork

· Communication

· OHS

· Cultural Awareness
6. Qualifications and Selection Criteria
Essential:
1. Demonstrated ability to effectively manage a client caseload and achieve organisational goals and targets by effectively placing clients into sustainable employment
2. Proven business development experience with established networks in the Alice Springs region
3. Competent computer skills; a working knowledge of the ESS database and proven experience in carrying out all administrative functions in respect to Employment Services 

4. An understanding of Aboriginal cultural issues in Alice Springs
5. Current NT Driver’s Licence 
Desired:
6. Holds or is able to obtain a Cert IV in Employment Services (CHC42008)

7. Verification
This section verifies that the position holder and the manager have read the attached position description and are satisfied that it accurately describes the position.

Position Holder:



Name:

Date Effective:

Signature:

Manager:




Name:

Date Effective:

Signature:
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