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TANGENTYERE COUNCIL


POSITION DESCRIPTION


Position Title:  ‘Computer program activity worker’ (CPAW) 
Division          Youth and Family Services

Program             Yarrenyty Arltere Learning Centre

Classification:  4
Prepared By   Leonie Sheedy 


                 Date     3rd February 11
Staff reporting to position:  N/A














1. Position Summary
The position is responsible for delivering multi media and computer training activities to Yarrenyty Arltere residents with a focus on youth at risk. The target group will be both ‘at risk young people’ and other community residents, with an aim to continue skill development and provide diversionary/educational activity for at risk youth. 
2. Responsibilities
1. Develop and deliver computer based multi media program activities/training 
2. Maintain & supervise the computer room 

3. Keep records of attendance and resources 
4. Provide all appropriate reporting requirements relevant to the project
3. Major Accountabilities

	ACCOUNTABILITIES
	PERFORMANCE INDICATORS

	Develop and deliver computer based multimedia program activities/training 

· Undertake and review all current relevant training programs
· Facilitate activity/training specifically tailored to youth at risk 

· Facilitate activity/training for other participants where required

· Develop/implement and monitor the process for evaluation of all training/activities


	· Processes developed and implemented
· Weekly training/activities facilitated
· Minimum of 5 youth at risk engaged each session

	Maintain and supervise the computer room
· Develop policy and procedures for participants engaging in the computer room
· Liaise with all relevant staff to ensure all appropriate 
· Ensure Tangentyere IT guidelines are followed including legislative guidelines for accessing the internet in prescribed areas
· Adhere to all Tangentyere and YALC   policies and procedures.

	· Policies and procedures developed and presented to coordinator
· Open and effective communication skills used to collaboratively maintain resources

· Adherence to all Tangenteyre and YALC policy and proceedures

	Keep records of attendance and resources 

· Maintain the log book 

· Maintain attendance records

· Maintain the equipment and other resources 


	· Daily log book entries maintained
· Attendance records kept per session

· All equipment maintained in efficient working manner

· Any faults reported to YALC coordinator

	Provide all appropriate reporting requirements relevant to the project

· Report to be written in accordance with funding requirements


	· Reports submitted to YALC coordinator monthly covering attendance and activities facilitated

· Final program report provided in accordance with funding requirements 


4. Relationships
Internal

The role will have regular consultation 
· with the YALC coordinator 
· the Women’s case worker 
· all other Yarrenyty Arltere staff 
· Tangentyere IT staff

External

· Possible consultation with other Youth or Alice Springs Drug & Alcohol staff
5. Competencies

Tangentyere Core Competencies
· Sound computer knowledge
· Relationship management and influencing skills 

· Excellent interpersonal skills ; can build positive and professional relationships

· Takes ownership and responsibility 

· Problem solving ability 
· Consulting and negotiating skills 
· Ability to work flexibly within a team

6. Qualifications and Selection Criteria
· Relevant qualification or experience in computer and /or multi media training 
· Experience working with aboriginal youth and families

· Understanding of key issues faced by young indigenous people in Alice Springs 

· Experience working with alcohol and other drug (AOD) issues and behaviours

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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