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POSITION DESCRIPTION


	Position Title
	Indigenous Trainee Trainer

	Division
	CDEP

	Classification
	3.1

	Job Holder
	

	Prepared By
	Nicholas Cowham
	Date
	24/08/2011

	Staff  Reporting to Position
	0
















1. Position Summary

The role of the Trainee Trainer is to assist the trainer with the planning, organisation and delivery of training programs. They are responsible for ensuring participant attendance and assisting with any administrative duties as required.
2. Responsibilities

1) Provide assistance with the planning, organisation and delivery of training
2) Assist with administration duties as required

3. Major Accountabilities

	ACCOUNTABILITIES
	PERFORMANCE INDICATORS

	1) Provide assistance with the planning, organisation and delivery of training

· Transport clients to and from training as required
· Assist with developing and modifying training resources and training plans

· Communicate with participants, CDEP and JSA staff
· Provide support and advise of referral services to clients as required 
	· Participants arrive at training on time and are followed up on for non-attendance

· Suitable course material and methods are developed and/or modified. 

· A suitable training schedule and session plan is created

· Training –related risks & hazards are identified and controlled in accordance with Tangentyere OHS Policy and Procedures



	2) Assist with administration duties as required

· Assist the trainer with reports, filing and data-entry

· To carry out other duties as required by management

	· Administration tasks are performed effectively and efficiently


4. Relationships
Internal

The role will liaise with a number of internal departments, including:
· JSA

· CDEP (CDEP Coordinator; CDEP Operations Officer)
· ASEATS
External

The role will liaise particularly with:

· Centrelink 

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

· Interest in a role as a trainer and a willingness to undertake a Certificate IV in Training and Assessment (TAE40104)

· Interest in multimedia and use of digital approaches to training 

· Ability to use functions and formulas in documents and be competent in the use of general office equipment 

· Ability to maintain accurate records 
· Ability to manage time, set priorities and to achieve outcomes 
· Appropriate licences and certificates (Ochre Card and LR)

Tangentyere Core Competencies
· Commitment

· Teamwork

· Communication

· OHS

· Cultural Awareness
6. Qualifications and Selection Criteria
Essential:
1. A sound knowledge of Aboriginal cultural issues in Alice Springs and the Town Camps in particular
2. Good communication skills with the ability to quickly develop rapport and build positive, professional relationships with clients 
3. Sound computer skills as well as an ability manage time and prioritise workload 
4. Hold or able to quickly obtain a current NT (LR) Driver’s licence and Ochre Card and be willing to undergo a police check

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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