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Grounded Employment Co-ordinator (continued)


Employment Co-ordinator  - Grounded Project
	REPORTING RELATIONSHIPS

	Reports to
	Employment Manager

	Direct reports
	N/A

	Indirect reports
	Grounded Manager 

	Internal stakeholders
	Whitelion staff, volunteers and young people.

	External stakeholders
	Young people, employers, community services organisations, employment service providers,

	FUNDAMENTALS

	Work Environment

Primary location Blacktown NSW 

	Working Conditions 

· Full time position 38 hours (some evening and weekend work may be required)
· 12 months fixed term contract 
· A probationary period of 3 months will apply
· Salary as per SCHADS, plus 9.5% superannuation and generous salary packaging arrangements
· Whitelion provides three additional gifted annual leave days during the Christmas period

	PURPOSE


	Vision

We stand for: The Courage to Choose a Better Future
Strategies and Purpose

The Employment Co-ordinator’s purpose is to support the organisation’s vision by engaging with disadvantaged young people, assessing their needs and assisting to gain sustainable employment.  This will require the preparation and implementation of individualised case plans, provide employment skills training, employment placement and post placement support.

The role’s key focus is on placing young jobseekers into sustainable employment in the hospitality sector by utilising reverse marketing and relationship building skills and providing post-placement support.

The Employment Co-ordinator will have an active role in identifying and building sustainable relationships with stakeholders, delivering results and sustainable growth.


	VALUES 

	The Employment Co-ordinator’s role has a major influence on the development of the organisation culture that is based on being: 

Real, Committed, Innovative, Passionate, Courageous, Professional and Collaborative


	CAPABILITY FRAMEWORK

	Personal Effectiveness

	Insight and growth
	· Possesses a strong desire to learn about and experience new things

· Seeks feedback and responds appropriately

· Understands the impact of own emotions and behaviours

· Continually looking to develop own expertise

	Resilience
	· Is optimistic and positive

· Bounces back from difficult situations

	Energy and drive
	· Takes personal accountability for actions

· Works to the best of ability to exceed expectations

· Stays true to our values

· Keeps trying no matter what

· Never gives up on our young people

	Works with Others

	Collaborates
	· Seeks the contribution of others

· Shares information

· Tries to understand perspectives, needs, feelings and values of others

· Communicates openly, honestly and with positive intent

· Makes others feel valued when they express a different view

· Remains open to a range of options and ideas

· Works with others to reach consensus

· Supports team decisions

	Manages conflict
	· Brings conflict into the open and deals with it appropriately

	Develops others
	· Views mistakes as opportunities to learn

· Provides constructive feedback

· Uses strength based coaching for development

· Empowers others to take risks and try new things

	Inspires others
	· Admits mistakes and takes responsibility for their outcome

· Advocates for young people

· Sets realistic goals and standards 

· Promotes our purpose, values and strategy

· Builds trust through reliability and consistency 

· Is unconditional in support of others

· Acknowledges positive performance of others

· Inspires others to be the best they can be

· Represents the organisation appropriately

· Stands up for what the organisation believes

	Plans and organises resources
	· Makes the hard decisions

· Breaks down barriers for others to be successful

	Drives performance
	· Role models positive behaviours

· Drives performance to achieve objectives and behaviours

· Celebrates effort  and achievement 

· Is brave enough to have the tough conversations

	Creates Organisational Impact

	Grows the organisation
	· Thinks outside the square to continuously improve the organisation

· Calls on best practice research to inform actions

	Leads others through change
	· Embraces change

· Supports others through the impact of change


	KEY RESULT AREAS (KRAs) 
	Key Tasks

	Program Goals
	· Work with the Grounded Manager in designing and implementing creative strategies to recruit new employment participants
· Work with the Grounded Manager in providing support for unemployed young people in completing hospitality training
· Build positive rapport with participants
· Coordinate pre-employment training, skills development as required
· Maximise pre-employment, job readiness, skills training and mentoring for participants
· Develop and deliver awareness raising presentations for potential employers
· Establish and maintain strong partnerships with key stakeholders, employers, RTOs and other service providers
· Identify job opportunities in the Hospitality sector within the Blacktown LGA
· Develop and maintain new employer connections
· Develop and carry out marketing plan for reverse marketing

	Case management of employment participants
	· Ensure all participants have a Pathways Plan that clearly identifies goals, objectives and actions
· Undertake monthly case management reviews of all employment participants to monitor progress against their plan
· Complete quarterly health and wellbeing indicator surveys with all participants and provide one case study
· Work with the Grounded Manager in supporting participants to address areas impacting on their barriers to employability by referring to appropriate services
· Develop and maintain a schedule of post-placement support
· Follow schedule of contact once participants are in employment, including the employer according to their needs

	Community Engagement
	· Identify opportunities to promote the Grounded Employment Project to all stakeholders
· Design and deliver presentations to local businesses focusing on addressing misconceptions about young people and unemployment
· Liaise closely with other service providers in order to maintain knowledge of and influence activities available to participants
· Display professionalism in all internal and external communications and transactions
· Attend community events and activities to identify and develop positive relationships within the local community (Blacktown LGA)

	Records Management
	· Ensure all records and case notes are accurate and up to date according to Whitelion’s record management policy
· Monitor and review service delivery to ensure all participant service requirements are being appropriately met
· Perform relevant administrative tasks as required

	Staff Engagement
	· Actively participate in team and organisation activities
· Work well in a team environment
· Contribute to the broader organisational goals (i.e. contribute to the success of other team’s outcomes)
· Contribute to, support and participate in the major fundraiser, Bail Out which is a yearly event held in May 
· Willingness to participate in individual or team training activities and professional development opportunities

· Actively take part in monthly supervision sessions which provide support and assist with monitoring the program


	KEY PERFORMANCE INDICATORS (KPIs)

	1. Completion of Employment Pathway Plans within two weeks  of commencement - target 100%
2. Completion of quarterly wellbeing index surveys for all participants– target 100%
3. Program and client data recorded in SYARD and up to date at all times – target 100%
4. Evaluation Report reflects young people in the Employment Program have improved (in aggregate) against wellbeing measures – target 65%
5. Work with the Grounded Manager in providing support for unemployed young people in completing Barista training.
· No of participants – 15 – course completion target - 75%
· Support graduates into employment within the hospitality sector – placement target -  60%

6. Work with the Grounded Manager in providing support for unemployed young people in completing Certificate III in Hospitality 

· No of participants – 45 – course completion target - 75%
· Support graduates into employment within the hospitality sector – placement target - 60%
7. Develop and maintain new employer connections
· Document all potential employers in LGA and develop and implement schedule for cold calling (including scripts) with a view of creating employer connections – within 4 weeks of commencement

· Prepare schedule to maintain new employer connections – target 50 new connections
8. Implement reverse marketing plan

· Scripts and marketing plan for reverse marketing prepared – within 6 weeks of commencement
· Number of calls made – 10 per week

· Outcomes – interviews 70%; placement 50%

9. Ensure employer satisfaction through post-placement support.

· Conduct bi-annual employer satisfactory survey to measure feedback of project, including post-placement support – target 75% 
10. All activities and communications are consistent with Whitelion’s values and lead by example.

11. In conjunction with line manager participate in an annual performance management discussion, monthly progress meetings and maintain a current performance management plan.


	KEY SELECTION CRITERIA

	· Previous experience in an employment service role

· Experience in working with young people from diverse cultural and socio-economic backgrounds
· Awareness and understanding of the barriers to employment for young people
· Ability to relate to and build respectful, professional relationships with disadvantaged young people

· Ability to work individually with young jobseekers to develop a realistic and achievable individual employment plans

· Effective marketing, relationship building skills and industry contacts 

· Ability to reverse market, cold call, build and maintain employer, job seeker, stakeholder and network relationships  

· Exceptional communication, interpersonal and negotiation skills and ability to engage and build rapport with a range of stakeholders

· Strong performance orientation with a drive to achieve outcomes and meet targets; including the ability to meet and exceed monthly key performance indicators (KPIs)

· The ability to work collaboratively and innovatively within a team

· Ability to establish effective community networks to assist young people in the Grounded Employment Project 

· Strong  administrative  skills, record keeping skills  and computer literacy skills;  experience with database management systems 

· Current Driver’s License

· Willingness to work flexible hours when required
· Must be able travel to other sites when required

· Hold a current and valid Working with Children’s check (WwCc)

· Willing to undertake a police check



	EDUCATION AND QUALIFICATIONS

	· Relevant tertiary qualifications in Employment Support, Training and Assessment, Youth Work, Social Science or related areas and/or demonstrated relevant employment experience
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