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POSITION DESCRIPTION 
POSITION TITLE: 
Site Coordinator / Employment Advisor
CLASSIFICATION:
LMAI Award

DIRECT REPORTING TO:
Manager of Horizon Job Futures

LIAISING WITH:
All Job Futures staff

BACKGROUND

The Site Coordinator motivates, guides, supports and develops staff; working closely with the Manager and JOB futures national team to track performance and ensure delivery of a coherent integrated service to job seekers and employers. 
POSITION OBJECTIVE

To meet KPI’s in managing performance, engagement and compliance in all facets of the Employment Services Contract  2009 – 2012 and meet organisational financial targets. 
PRIMARY FUNCTION

To lead a diverse team in creating real and meaningful employment opportunities for disadvantaged job seekers that are maintained and lead to employment outcomes this includes tracking outcomes, making claims and meeting DEEWR Documentary Evidence Guidelines.  
Achieve intake, placement and outcome targets identified in site performance goals and create a high performance culture which treats job seekers with respect and delivers services that motivate job seekers to achieve their employment goals.
In a business development role, work directly with referral agencies and other providers to increase referrals to the service by promoting Horizon JOBfutures service delivery to Centrelink, Job Capacity Assessors and other relevant stakeholders. 
Develop and monitor strategies to improve job placement opportunities (brokered outcomes) and Job Placement Office vacancies to raise Horizon JOBfutures profile on AJS Website and increase performance in our Job Placement Office.  
RELATIONSHIP TO OTHER TEAM MEMBERS

The Site Coordinator should conduct regular one-on-one reviews with all staff members to ensure that they are clear about the expectations of their performance. This regular review will also allow the staff member to articulate any concerns that they may have or to put forward good ideas that they may have about procedures in the office. The staff member may not feel comfortable about expressing these ideas in the regular staff meetings.
.
KEY RESULTS AREAS  

1. Staff supervision and coordination, including weekly one to one mentoring meetings with staff, organising regular staff meetings and ensuring staff participate in training and development which includes ensuring that full contractual and procedural knowledge (DEEWR contractual requirements, guidelines and updates) and regular reviews of performance are undertaken.

2. Working as part of the Job Services team, the Site Coordinator / Employment Advisor will manage a caseload of jobseekers as well as providing support, direction and motivation to drive service delivery by ensuring that all Employment Advisors identify internal and external training and placement opportunities connecting each jobseeker with the right employer, training provider or other services available in the community to meet their participation requirements.
3. Achieve intake, placement and outcome targets identified in site performance goals, drive performance of the site by achieving strong Star Ratings across all Streams including Job Placement and by monitoring and meeting organisational financial targets.

4. Achieve a satisfactory rating at each compliance review by JOB futures and DEEWR and ensure accurate and timely claiming (with appropriate documentation) in ESS, JSA Central, file notes relating to Outcome Claims, Service Fees and Employment Pathway Fund (EPF) expenditure and provide this training to all staff as per their designation. 
5. Develop an extensive community profile for Horizon JOB futures service including linkages with employers, support services, community networks, suppliers, other providers, DEEWR and Centrelink which supports increased opportunities for the sites job seekers and to increase referrals to the site.
NB Managers will be required to write regular reports on program/site activity to provide information for Employment Service Managers on above points.
RESPONSIBILITIES 
1. Maintain currency of knowledge of contractual requirements and operation through regular review of DEEWR learning tools such as ECSN and EA Knowledge Base, JOBfutures website support tools and participation in regular performance and compliance sessions with JOBfutures Business Advisors and Programme Coordinators and disseminate this information to staff.

2. Monitoring of placements, ensuring that they are correctly input in a timely fashion and that Post Placement Support (PPS) contacts are regularly made by EA’s or designated worker/s to ensure that outcome targets are being met and that records of contacts and other activities are recorded in ESS and are tracking in JSA Central 
3. Monitoring of and making outcome claims, ensuring that appropriate documentary evidence has been gained so that Special and Auto Claims can be made in a timely manner.
4. Claiming of Site Payment (Service Fees), monitoring of service E claims ensuring that correct procedures including documentary evidence has been gained.

5. Monitoring of use of the Employment Pathway Fund (EPF) ensuring that suitable documentation has been gained and that Professional Services Manager (PSM) is used for internal expenditure and that expenditure is closely managed.
6. Monitoring records of contacts and other activities in DEEWR system, JSA Central and PSM to ensure that all activity is being undertaken and correctly documented.
7. Actively participate in all Quality Assurance functions including continuous improvement activities, internal audits, policy development, and achievement of the organisation’s quality objectives as detailed in the Quality Statement.   

8. Abide by the requirements of Horizon’s WH&S Management System, the Queensland Workplace Health and Safety ACT (1995) and Regulation (2008), Advisory Standard and any amendments that may be legislated from time to time.
9. Exercise a duty of care to other employees, consumers, and members of the public by following all instructions in relation to  Queensland Workplace Health & Safety ACT 1995 in Section 36: Obligations of workers and other persons at a workplace; to comply with the instructions given for workplace health and safety at the workplace by the employer; use personal protective equipment provided; not to willfully or recklessly interfere with or misuse anything provided for workplace health and safety at the workplace; not to willfully place at risk the workplace health and safety of any person at the workplace; not to willfully injure himself or herself. This includes informing all managers of changes to programs and any issues that may potentially impact on the safety of any individual(s) both within & externally to the service.
10. Maintain level of competencies and key performance indicators as required for the position and participate in performance appraisals as required.

11. Operate with the organisation’s budget allocations, financial controls and other requirements as outlined in the Staff Handbook, Quality Procedures, organisational policies and the Authority / Reporting document relevant to the position.

12. Operate in alignment with the Values Commitment of the Horizon Foundation Inc.
13.  Participate in compulsory in-service training and other training as determined consistent with the organisations’ Skills Training Development Policy.

14. Deliver services that are in accord with the Principles and Objectives of the Queensland Disability Services Act 2006, the Disability Standards and Key Performances Indicators and any amendments to the Act that may occur from time to time.
REQUIRED SKILLS/KNOWLEDGE
· Site Leader in Job Services / JobNetwork environment and experience working in a compliance framework.

· Ability to consistently achieve individual (or Site) placement targets that contribute to the overall performance and budget targets.
· Excellent communication skills including negotiation, advocacy, conflict resolution skills, assessment skills and the ability to quickly create rapport.
· Well-developed time management, organisational skills including an ability to prioritise workloads, meet targets, monitor and achieve performance milestones.
· Information Technology skills and administration skills including the demonstrated ability to prepare employment application documents. Knowledge of DEEWR IT Platform (ESS / EA3000)
· Current knowledge of local labour market conditions/opportunities.

· Knowledge of OHS responsibilities

· Knowledge of or the ability to acquire knowledge of the Disability Service Standards and Key Performance Indicators and Quality Assurance requirements under ISO and Disability standards
ADDITIONAL SKILLS/KNOWLEDGE – REMOTE SERVICES

· Knowledge of the issues impacting on Indigenous job seekers in remote locations.
KEY PERFORMANCE INDICATORS

· Meet – Ensuring that the site achieves overall targets.
· Meet – Operating within budgetary requirements.
· Meet – Have the ability to report applicable statistics and relevant information to Manager JOBfutures on a weekly basis to ensure that all targets are met.

CHARACTERISTIC BEHAVIOURS

· Maintains personal effectiveness (sense of humour, emotional balance and resilience) even when under pressure.

· Makes consistently appropriate decisions for the client and organisation by applying policy, information and own practical judgement.
· Stays focused; uses time effectively and meets goals.

· In times of uncertainty and rapid change, takes responsibility for own actions; doesn’t blame others.

· Respects people and treats them as individuals.

· Is positive about strengths and potential of people from different cultures, ages, physical abilities, or other differences.

· Finds ways to do things differently or smarter for job seekers, employers and team.
RELEVANT EXPERIENCE/QUALIFICATION (Preferred)

· Qualification such as Mental Health or Employment Services.

· Experience in a Case Management environment with highly disadvantaged clients.
· Group facilitation and/or training experience.

MANDATORY REQUIREMENTS OF THE POSITION
 (i.e. heat, lifting, sitting etc)
· Must be able to sit in a seat for up to 8 hours per day
· From time to time you will be required to travel between sites as required.

· Must hold a current Drivers Licence (unrestricted)
· Must be eligible to hold a Disability Blue Card / DSQ Positive Notice Exemption
ACKNOWLEDGMENT

I,   ______________________________________  (print employees full name) understand the requirements of the position as outlined and agree to perform these duties to the standard required of the position as detailed.  Additionally I agree to immediately inform the person I directly report to and the CEO should any of my essential qualifications (mandatory requirements) lapse, including, but not restricted to my current driver’s licence.  I further agree to adhere to all company policies, including, but not restricted to current Vehicle Use Agreements.  I understand that by not adhering to these requirements I could be terminated from my position.

Name:  ________________________
Signed: ___________________________

Name of Witness:  _______________
Signed: ___________________________

Date:  ____________________

Position Description Authorised by:

Employer Name:  ________________
Signed: ___________________________

Position:  ______________________
Date:  __________________


Distribution Instructions:


Original:		Attach to Personal Information Form and send to Human Resources


Copy:			Given to Employee
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