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TANGENTYERE COUNCIL


POSITION DESCRIPTION


Position Title:
WFD Activity Leader                          
Division:
TES

Reports to:
Activities and Municipal Co-Ordinator ProjClassification: 5.1


Job Holder



Prepared by

Cherie Forbes 


Date:        24/01/19


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), a Division of TCAC, delivers the Australian Government’s Community Development Program (CDP) for the Alice Springs Town Camps, Amoonguna and some surrounding Outstations.  TES also delivers NT Government funded Municipal Services on 6 of the Alice Springs Town Camps.

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 Activity Leader is responsible for the quality and effective delivery of Work Preparation Activities. The activities are designed under leadership and in consultation with the TES Operations Manager and Activities and Municipal Co-ordinator and in consultation with the town camp CDP participants and Community Consultations with identified Services and Organisations with an understanding of the local Labour Market Industry and Employment and Training opportunities.
The Activity Leader is responsible to ensure all activities are designed and delivered in such a way as to enhance participants’ employability skills; while the successful completion of each activity is important, the focus of the TES CDP WFD Activities Program is on the development of skills, building confidence and overcoming barriers to sustainable employment for participants.

2. Responsibilities

1) Develop project plans for activities that develop employability skills, and identify and co-ordinate resources and materials required for activities
2) Estimate costs and develop budget for activities
3) Develop Participant capacity in terms of Employability Skills
4) Develop positive working relationships with the town camps, Outstations and Community of Amoonguna and relevant Stakeholders.
5) Ensure all TES vehicles and facilities are maintained and secured in accordance with Organisational policy and provide transportation of participants’ to and from WFD Activities and TES appointments
3. Major Accountabilities


	ACCOUNTABILITIES
	PERFORMANCE INDICATORS

	1) Develop project plans for activities that develop employability skills, and identify and co-ordinate resources and materials required for activities

· Daily, Weekly and monthly plans of activities are developed

· The Employability Skills framework is applied to tasks within activities

· Identify resources, materials, venues, equipment required for activities

· Ensure activities include quality activity principals as per CDP guidelines 

· Have a sound understanding of local employers and entry level work, to ensure activity skills and experience is aligned to relevant local labour market
	· Evidence of consultation in the development of the activity plan

· Activities to reflect a minimum of one quality activity principal
· Activities should reflect employability skills relevant to local employment opportunities.

· Toolbox meetings are held  daily

· Activity plans are displayed in an area where all participants can view
· Activity Leader is able to work flexibly around the activity plan where necessary
 

	2) Estimate costs and develop budget for activities

· Develop a budget for the whole activity
· Estimate and cost materials required

· Cost ancillaries such as venue, vehicles and equipment
· Following TES financial processes, seek quotes to ensure suitable equipment and materials are provided.

	· Materials and equipment are adequately sourced to meet activity requirements
· There is a smooth flow of activities and budget is well managed
· Work with the AMC to ensure the budget is not compromised



	3) Develop Participant capacity in terms of Employability Skills

· Assess and recommend standard training that should be incorporated within activity for participants to be better equipped with life skills for employment.

· Provide supervision, training, guidance and support to Participants

· Employability Skills are integrated into and emphasised in daily work tasks
· Liaise with RTO around LLN being incorporated into activity, ensuring measures are being met, evidence collected.

· Liaise with support services to periodically attend activities to provide relevant information to participants
	· Have a healthy working relationship, with clear communication with stakeholders.

· Activity plans reflect LLN and stakeholder visits.

· Training recommendations submitted to AMC for approval.

· Ensure participants have all relevant information; assist in the coordination of training.

· Has a thorough understanding of Employability Skills Framework

· Employability Skills incorporated in daily work activities

· Strategies to overcome barriers are developed and implemented



	4) Develop positive relationships with communities and internal and external stakeholders.


	· Regular written reports of community and stakeholder consultations are recorded and presented to the AMC
· Regular meetings with the TES Case management team to identify suitable jobseekers and identify suitable industry



	5) Ensure all vehicles and facilities are maintained and secured in accordance with organisational policy
· Regularly inspect and report any damage to vehicles and facilities in accordance with Tangentyere policy

· Clean and maintain vehicles and facilities on a regular basis.

· Ensure vehicles and facilities are kept secured


	· Weekly vehicle checks are carried out

· Facilities are kept clean and tidy on a daily basis
· All tools, equipment and resources are properly stored and maintained in accordance with organisational and OHS policies 

· Problems with equipment and related OHS issues are raised with Safety Development Office and AMC 

· provide transportation of participants’ to and from WFD Activities and TES appointments




4. Relationships

Internal

The TES WFD Activity Leader will liaise with a number of internal departments, including:

· TES Employment and WFD Activity Teams
· Town Camp Community Centres and particpants
· Social Services

External

The TES WFD Activity Leader will liaise particularly:

· Potential Mainstream Employers

· Identified Indigenous Organisations

· Registered Training Organisations

· Karen Sheldon Training and Mentoring Support

5. Competencies

· Competent and effective interpersonal written and oral communication skills 
· Ability to interact with people from a range of professional/social and cultural backgrounds 
· Strong relationship building and mentoring skills with the ability to engage participants
· Ability to plan activities, budgets  and an understanding of the CDP with the ability to apply  guidelines
· An understanding of the OHS procedures and practices

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. Detailed knowledge of issues impacting on Central Australian Indigenous People, and the ability to identify support services to assist in addressing WFD Activity participants barriers

3. Demonstrated ability to effectively plan and manage a WFD Activity and engage and lead CDP WFD Activity participants to identify issues, and an ability to work with jobseekers to develop solutions

4. Proven Strong communication skills and an ability to establish positive relationships with Activity participants and other Service Providers

5. Demonstrated ability of applying OHS practices in the workplace and Activities

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

7. Certificate in Indigenous Mentoring or the ability to obtain

8. 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.

Position Holder:



Name:

Date Effective:

Signature:

Manager:



Name:

Date Effective:

Signature:
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