Vi Baly POSITION DESCRIPTION

REGIONAL COUNCIL

Community Development
Position Title Program (CDP) Employment Work Unit Agency Services
Supervisor
Position Type Full Time Position Location Yarralin / Timber Creek
Position Level Level 4 Position Reports to CDP Regional Manager

Employment Conditions and Special Requirements: The occupant of this position must hold a current
Criminal History Check {within the last 3 months) and a current Working with Children's Clearance.
Employment conditions are as set out in the holder's letter of employment offer and in the Victoria Daly
Regional Council Enterprise Agreement 2015-2017

Positions Primary Objective: The CDP Employment Supervisor is an integral part of the CDP site team.
Deliver the Community Development Programme (CDP) contract in community. The Employment
Supervisor will support jobseekers to identify individual goals for participation plans that lead to positive
personal and professional development and encourage community participation to enable long-term
employability. Assist in achieving targets and key performance indicators to maintain a financially
sustainable delivery model for the Community Development Program (CDP) and ensuring contractual
compliance and quality outcomes on community for all stakeholders.

Key Duties and Responsibilities:

1.

12.
. Maintain job seeker activity diaries on a daily basis.
14.
15.
16.
17.

19.
20.
21.

22.

23.
24,

Manage the delivery of job seeker case management services in community in compliance with the
Community Development Programme contract, operatfional guidelines and Council's service
delivery standards.

Organise and support training activities including partnering with internal and external stakeholders
to deliver cost effective training on or off community.

Place job seekers in appropriate activities and work placements in accordance with the CDP
guidelines.

Coordinate requisitions for goods and supplies in accordance with the approved budget.

Other reasonable duties as directed by the CDP Regional Manager.

Maintain staffing levels in accordance with the approved staffing structure to ensure a reliable and
effective service.

Set targets for individuals which achieve contractual outcomes and obligations.

Conduct formal performance reviews and performance management meetings for each staff
member.

Ensure staff have the opportunity to participate in regular staff meetings.

. Arrange for staff to attend job-related training as required in accordance with their individual

training plans.

. Discuss and emphasise policies and procedures with staff regularly to ensure the workforce have a

working knowledge of Council policies and procedures.
Set work plans for staff and oversee the development of activity plans for job seekers.

Monitor and report against key performance indicators.

Prepare or contribute to any periodical and milestone reports.

Attend Local Authority and all-staff meetings and report on the progress of CDP activities.

In accordance with Council's Regional Plan and community priorities oversee CDP job seeker
activities which contribute to personal, professional and community development.

. Engage with the local community to deliver job seeker services that are culturally, socially and

environmentally appropriate.

Interact with job seekers to foster professional, respectful relationships.

Work with employers to develop host agreements for job seeker activities and work placements.
Collaborate effectively with all departments of the Victoria Daly Regional Council and other
stakeholders to optimise outcomes for job seekers, employers and the local community.

Establish and maintain positive and effective working relationships with Australion Government and
Northern Territory Government and non-profit organisations.

Acquire and keep up-to-date knowledge of WHS matters.

Proactively raise WHS issues and ensure WHS matters are considered at regular staff meetings.
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25. Gain an understanding of the nature of the hazards and risks associated with operations relevant to
the business unit.

26. Ensure that all workers are made aware of and make use of hazard, incident and risk reporting
systems.

27. Ensure that all staff participate in work, health and safety training relevant to their roles.

28. Ensure staff are issued with protective equipment (where required), uniforms, and equipment which
is fit for purpose.

Qualifications and Education Requirements:
1. Tertiary qualifications in a related discipline (desirable) or previous experience (essential).

Selection Criteria Essential:

2. Experience in the employment services sector in remote areas.

3. Ability to analyse policies, procedures or legislation to solve problems or respond to enquiries.

4. Ability to plan, organise and implement program activities, educational workshops and training to
effectively engage with job seekers.

5. Demonstrated organisational skills to coordinate and balance tasks efficiently in a team environment
to achieve key performance indicators and operational targets.

6. Well developed interpersonal skills, including the ability to manage and mentor staff, facilitate staff
training, conduct meetings, and negotiate between parties to effectively resolve problemes.

7. High level of written communication skills with the ability to write standard correspondence, reports,
submissions and proposals that require original content.

8. Ability to develop positive, collaborative working relationships with a range of stakeholders.

9. Ability to communicate effectively and sensitively with Indigenous people.

10. Demonstrated experience or awareness of issues affecting people in remote Indigenous
communities.

11. Demonstrated knowledge and competence to be a safety leader and maintain a safe workplace.

Selection Criteria Desirable:

1. Previous experience living and working in remote communities.

2. Experience and/or qualifications in human services, employment services, community welfare, social
work or community development.

3. Knowledge and experience of case management and its practice with clients demonstrating
complex needs and who may be culturally and linguisfically diverse.

4. Ability to process comprehensive information on computers and online platforms.

Further Information: The position holder must maintain a safe working environment and
Councils Code of Conduct, policies, procedures and Work Health & Safety regulations
all resources are effectively deployed.

Wo Sangster - CEO



