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POSITION DESCRIPTION


Position Title:

Employment and Retention Specialist

Division:

TES

Reports to:

TES Operations Manager Projec

Classification: 
6.1

Job Holder



Prepared by

Dee McCorkindale 

Date:           

28/01/19


Staff reporting to position:  

 
















1. Position Summary

Tangentyere Council Aboriginal Corporation (TCAC) is a community controlled Public Benevolent Institution delivering human services and social enterprise activities for the benefit of Aboriginal people from the Alice Springs Town Camps, Urban Alice Springs and Central Australia.

Tangentyere Employment Services (TES) is a Division of TCAC.

TES delivers the Australian Government’s Community Development Program (CDP) for the Alice Springs Town Camps, Amoonguna and some surrounding Outstations.
CDP is a remote employment and community development service that supports job seekers to build skills, address barriers and contribute to their communities through a range of flexible activities.

TCAC delivers the CDP Program in partnership with Catholic Care NT (CCNT).

The Employment and Retention Specialist is responsible for establishing professional stakeholder relationships with employers that result in sustainable employment opportunities and work experience placements.

2. Responsibilities

1) Establish and maintain strong stakeholder relationships with local employers and service providers
2) Work closely with the TES Employment and Activities Teams to identify job seekers to reverse-market and match to vacancies
3) Assist job seekers to gain and maintain employment 
4) Identify issues that may impact on job seeker engagement or work performance

5) Develop and implement strategies to overcome issues impacting on participation or employment

3. Major Accountabilities


	ACCOUNTABILITIES
	PERFORMANCE INDICATORS

	1) Establish and maintain strong stakeholder relationships with local employers and service providers 
· Research and understand the local labour market

· Share this knowledge with the team regularly to assist in preparing job seekers and contribute to quarterly labour market plans

· Visit all currently known employers monthly
· Identify and make contact with new employers daily 
· Source appropriate vacancies from current, ex and prospective employers and job advertisers
· Identify employers’ needs

· Promote TES services and reverse-market job seekers
· Attend networking opportunities e.g. Chamber of Commerce functions
· Record all employer information including contact notes in database
· Provide a fortnightly report to the TES Operations Manager on employer contacts and engagement strategies

	· Have a current and in-depth knowledge of local labour market employment opportunities

· Knowledge of local labour market employment opportunities has been communicated to the Employment ad Activities Teams

· Quarterly labour market plans are prepared in a timely manner and are based on current and in-depth information

· All known employers are contacted monthly

· New employers are identified and contacted on a daily basis
· Job seekers have been reverse-marketed to employers

· Employer database is up-to-date

· Strong networks are established and nurtured

· Tangentyere CDP is the preferred Employment Service for all employers seeking Indigenous employees 
· Fortnightly reports are provided to the TES Operations Manager on employer contacts and engagement strategies


	2) Work closely with the TES Employment and Activities Teams to identify job seekers to reverse-market and match to vacancies
· Develop and maintain a job seeker skills matrix  to record qualifications, work experience and planned training
· Set regular meetings with the TES Employment and Activities Teams to match job seekers to vacancies and identify job seekers for reverse-marketing 
· Provide the TES Employment Team with up-to-date information on the local labour market at the monthly TES Case-Management Meeting

· Provide an employment report at the monthly TES All-of-Staff Meeting

	· Each job seeker’s qualifications, work experience and training plan are recorded in a skills matrix that is up-to-date
· Job seekers are matched to vacancies and identified for reverse-marketing at regular meetings with the Employment and Activities Teams
· Up-to-date local labour market information is provided to the TES Employment Team at the monthly TES Case-Management Meeting
· An employment report is provided at the monthly TES All-of-Staff Meeting



	3) Assist job seekers to gain and maintain employment 
· Assist job seekers to produce a resumé and complete the job application process

· Identify training opportunities to increase job seekers’ employability

· Assist job seekers to obtain identification/licences/tickets
· Enter job seeker employment information into the computer system in a timely manner
	· Every job seeker has a detailed, up-to-date resumé that is well-written

· Every job seeker has a tailored training plan

· Every job seeker has identification/licences/tickets

· Job applications are complete and well-written

· All job seeker employment information is entered into the computer system in a timely manner  

· 15 job seekers per month are placed into employment at a minimum by each Specialist


	4) Identify issues that may impact on job seeker engagement, work-readiness or work performance
· Prepare job seekers for new work environments

· Identify non-work matters that may inhibit work performance or longevity

· Maintain regular face-to-face contact with placed job seekers and their employers to gauge performance and job satisfaction
· Explore situations holistically, considering cultural and family responsibilities


	· Job seekers understand what is expected of them in their new workplace
· Job seekers have appropriate work clothing

· Job seekers have access to transport to and from work

· Weekly face-to-face contact is maintained with job seekers and employers in the first month of each placement

· Fortnightly contact is maintained with job seekers and employers after the first month of each placement
· At least every second contact will be face-to-face after the first month of each placement
· All contact notes are entered into the computer system in a timely manner
 

	5) Develop and implement strategies to overcome issues impacting on participation, work-readiness or employment
· Develop strength-focussed, multi-faceted strategies with job seekers to address barriers to participation, employment or retention
· Refer job seekers to appropriate services if required
· Facilitate communication between placed job seekers and their employers


	· Barriers are identified and documented

· Strength-focussed strategies are developed with job seekers and documented

· Strategies are implemented and progress is reviewed
· There is an open line of communication between placed job seekers and their employers
· TES’ Remote Employment Target is achieved



4. Relationships

Internal:
The Employment and Retention Specialist will liaise with a number of internal parties, including:

· TES Employment and WFD Activity Teams
· TCAC Managers and Co-ordinators
· Finance

External:
The Employment and Retention Specialist will liaise with a range of external stakeholders and service providers, particularly:

· Employers

· Indigenous Organisations

· Centrelink 

· Chamber of Commerce

· Local, NT and Federal Government bodies

· Jobactive Providers – Max Employment, Wise Employment, Salvation Army


· CDP Providers – CCNT, My Pathway, Tjuwanpa Resource, Central Desert Regional Council, Ngurratjuta-Pmara

· Registered Training Organisations
· Karen Sheldon Training and Mentoring Support

5. Competencies

· Proven and strong communication skills, both written and oral

· Proven and strong people management and assessment skills 
· Strong planning and monitoring skills 
· Results focussed and strong problem solving ability

· Competent and proven ability to maintain records
Tangentyere Core Competencies

· Commitment 

· Teamwork

· Communication

· OHS

· Cultural Awareness

6. Qualifications and Selection Criteria

Essential:

1. Sound understanding and good working knowledge of Australian Government Employment Services

2. Demonstrated ability to effectively manage a jobseeker caseload and achieve organisational goals and targets by effectively placing jobseekers into sustainable employment

3. Previous business development experience with established networks in the Alice Springs Labour Market Industry region and a detailed knowledge of local industries, employers and employment opportunities
4. Proven strong communication skills and an ability to establish positive relationships with employers

5. Experience identifying  issues with jobseekers, and an ability to work with jobseekers to develop solutions

6. Ability to plan activities – organise meetings with clients, follow up strategies and assistance agreed with clients 

7. Ability to maintain documentation of meetings and activities to a high standard
8. Detailed knowledge of issues impacting on Central Australian Indigenous People, and of organisations and services available in the region

9. Certificate 4 in Employment Services or the ability to obtain

10. NT Drivers Licence, Ochre Card and Satisfactory 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.
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Date Effective:
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