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1. Position Summary
Tangentyere Employment Services (TES) delivers the Community Development Program (CDP) for Alice Springs Town Campers, Amoonguna and some outstations north of town. CDP incorporates services previously delivered under the Community Development Employment Program (CDEP).

The Employment Consultant works as guide, coach and advocate, working with job seekers to develop a unique Job Plans that develops a pathway for the job seeker to identify and overcome vocational and non vocational barriers in order to enter sustainable employment. Employment and participation activities may include community participation such as cultural activities, work experience, training, mentoring and activities that support economic development of the community. 

The TES service model is designed to maximise job seekers’ choice and control of their pathway to employment. The Employment Consultant supports the job seeker to navigate their pathway; drawing on the range of resources and connections in our wrap around model and using strengths based assessment approach. 

The Employment Consultant’s role is to provide employment assistance as defined by the Funding Agreement 2013 – 2018.  This includes using an integrated case management system to service a caseload of jobseekers by:
· assessing the job seekers’ strengths as well as their barriers to employment, 
· identifying appropriate employment and participation activities to prepare for employment,
· monitoring participation and progress in activities, and 
· providing assistance to commence and retain employment, education or training activities. 

The Employment Consultant focuses on the job seeker’s abilities and aspirations, and works to directly connect each person with the right providers, employers and services available in the community to meet their identified needs. The Employment Consultant will work with a caseload of CDP job seekers

2. Responsibilities

1) Ensure the delivery of high quality CDP services 
2) Manage a caseload of job seekers and maintain records of services provided
3) Undertake assessment of a jobseeker’s strengths and barriers to employment and work with job seeker to develop an Individual Job Plan 
4) Identify employment and participation activities to assist the job seeker develop work readiness and achieve their goals and liaise with the team and external providers to ensure seamless service delivery for each job seeker
5) Monitor job seekers’ participation and progression in their activities through monthly contacts
6) Identify employers and jobs and assist job seekers to apply
7) Provide post placement support and assistance to job seekers starting work or education for 6 months

3. Major Accountabilities	
			
	ACCOUNTABILITIES
	PERFORMANCE INDICATORS

	1. Ensure the delivery of high quality CDP services 
· Good knowledge of CDP services
· Good knowledge of the Funding Agreements
· Services delivered in accordance with the Funding Agreements and Tangentyere Council’s Strategic Plan and Values 
· Regularly access program guidelines, updates and other service resources

	
· Good understanding and take up of CDP services within the community and Town Camps
· Compliance with requirements of the Funding Agreement
· Evidence of ability to access guidelines and other service resources
· Individual and team performance in line with Tangentyere’s performance measurement system

	2. Manage a caseload of job seekers and maintain records of services provided
· Maintain accurate and up-to-date electronic and hard copy records 
· Maintain regular contact with each participant 
· Arrange appointments with participants 
· Advise Centrelink of non-participation without a valid reason
· Record Participant activities and services in ECSN IT systems

	
· Services delivered in accordance with the Funding Agreements 
· All job seekers have future appointments
· Centrelink is advised of non participation
· Participants are attending regularly
· All activities with participants are recorded in ECSN IT Systems

	· Undertake assessment of job seeker’s strengths and barriers to employment and work with job seeker to develop an Individual Job Plan 
· Establish good rapport with job seeker
· Identify participants immediate and long-term goals,pathways and barriers
· Assess participants strengths and weaknesses in achieving their goals and overcoming barriers
· Identify strategies and activities to address identified barriers to employment
· Negotiate and record the Job Plan
· Explain participant and providers obligation to comply with the Job Plan

	
· All eligible job seekers have Job Plans that:
· have clear goals, pathways, activities and measurements
· are reviewed and updated
· meet the requirements of the Funding Agreement
· are recorded correctly in the ECSN IT System

	3. Monitor job seekers’ participation and progression in their activities through monthly contacts
· Maintain knowledge of Government Programs and services
· Understanding of Community Organisations, services and activities
· Maintain networks with service providers
· Knowledge of eligibility and referral arrangements
· Able to establish and maintain feedback arrangements regarding job seekers participation
	
· Uses complementary programs to assist job seekers
· Job seekers are referred to appropriate community services and resources
· Contact is maintained with other providers to monitor participation
· Activities are recorded in Job Plan’s and IT systems
· Job Seekers are meeting their participation requirements
· Activities improve the life skills and employability of job seekers

	4. Identify employers and jobs and assist job seekers to apply
· Good knowledge of local industries and employers
· Understanding of employers recruitment arrangements and requirements
· Knowledge of different occupations, training and qualifications required
· Able to identify employers with vacancies
· Assist job seekers to prepare resumes and applications for jobs
· Assist job seeker prepare for interview
· Record employer, vacancy and referral details in IT system

	
· Able to advise job seekers on employment opportunities in local area
· Able to develop pathways for job seekers to prepare for positions
· Able to relate job seekers skill and experience to job requirements
· Able to liaise with employers to arrange referral and interviews.
· All activities are recorded in IT Systems

	5. Provide support and assistance to job seekers starting work or education for 6 months
· Assist job seekers to provide work related documentation (birth cert, white cards, ochre cards, bank account, TFN etc)
· Develop post placement plan to support job seeker
· Identify any issue that could impact on the job and develop strategies to reduce risk
· Maintain regular contact with jobseeker and employer
	
· Job Seekers provide employers with work related documentation
· Job Seekers are supported in employment
· Risks to placements are identified and reduced
· Activities are recorded in IT systems



4. Relationships

Internal
The role will liaise with a number of internal departments, including:
· Town Camp Community Centres 
· Social Services
· Family & Youth Services
· Aged Care
· Tangentyere Artists
· HR

External
· Employers
· Centrelink 
· Support Services (eg Youth Connections, STEPS, Congress, Grog Mob, CAAPU etc) 
· Registered Training Organisations
· Community Service Organisations
5. Competencies
	· Communication
· Read and interpret workplace related documentation; clearly relay information and follow work instructions, directions and feedback
· Interpret the needs of internal/external clients and write reports and share information as necessary
· Negotiate strategies with clients in an appropriately assertive yet empathetic manner

	· Teamwork 
· Ability to work with diverse individuals and groups - applying knowledge of one’s own role - to a range of situations in an individual and team context
· Identify and utilise the strengths of as well as encourage, support and give feedback to other team members

	· Problem-solving 
· Demonstrate independence and initiative in identifying and developing practical and creative solutions to workplace problems 
· Apply a range of problem solving strategies both individually or in teams to resolve client concerns	

	· Initiative and enterprise
· Be creative in response to workplace challenges within relevant guidelines and protocols
· Generate a range of options in response to workplace matters; developing innovative solutions within established guidelines and translating ideas into action

	· Planning and organising
· Manage time and priorities as well as the application of required resources - working to clear goals and targets 
· Take initiative, make decisions and participate in continuous improvement and planning processes within the scope of workplace role 
· Collect, analyse and organise relevant information to assist in decision-making process

	· Self-management
· Be self-motivated and articulate own ideas in relation to requirements of own work role
· Take responsibility at the appropriate level and monitor and evaluate own performance within a team or supervised work context

	· Learning
· Take responsibility for own learning within scope of own work role and contribute to the learning of others through the sharing of information
· Participating in developing own learning plans as part of professional development
· Participate in ongoing learning in a range of settings in order to accommodate change and acquire new skills and techniques

	· Technology
· Adapt to new technology skill requirements; using and applying basic technology skills to organise and manage data 
· Apply OHS knowledge when using technology and related workplace equipment

	· Role Specific 
· Broad knowledge of the CDP Program contract and a clear understanding of contractual obligations
· Demonstrated ability to achieve organisational goals and targets by effectively placing clients into sustainable employment and participation activities
· Understanding of barriers to employment and the effects of unemployment
· General 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









Tangentyere Core Competencies

· Commitment 
· Teamwork
· Communication
· OHS
· Cultural Awareness

6. Qualifications and Selection Criteria

Essential:	
1. Good knowledge of Australian Government Employment Services in general and detailed knowledge of the Community Development Program (CDP).
2. Demonstrated ability to effectively manage a client caseload, develop employment/participation pathway plans, monitor participation and achieve sustainable employment for job seekers
3. Well developed computer skills and experience in recording services in an online database 
4. A detailed knowledge of local industries, employers and employment opportunities  in Central Australia  
5. An understanding of the barriers to employment and the effects of unemployment on clients and an understanding of Aboriginal cultural issues in Alice Springs
6. Ability to work constructively with employers, registered training organisations, community services and other stakeholders to increase opportunities for job seekers 
7. NT Drivers Licence, Ochre Card and Satisfactory Police Check.


8. 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.
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