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RIGHT PATHWAY - RIGHT PERSON - RIGHT JOB




Position Description
	POSITION TITLE:
	Employment Consultant (Streams 2 & 3)

	ORGANISATION NAME:
	Tracy the Placement People

	ESA / SITE:
	Westgate / Newport

	INTERNAL REFERENCE NUMBER:
	Newport/EC

	DATE PREPARED:
	19th May 2010

	REVIEW DATE:
	22nd November 2010



1.0 
PRIMARY OBJECTIVE

To deliver individually tailored assistance to all eligible job seekers (Streams 2 & 3) to assess personal and vocational goals and identify any barriers to achieving them.  The role will also require the review and assessment of client progress against the plan, and make adjustments as necessary, under the guidelines of the 2009-2012 Job Services Australia contract.

2.0  
REPORTING RELATIONSHIPS


The position reports to: 
Site Manager
3.0 
QUALIFICATIONS & EXPERIENCE (Key Selection Criteria)
· Sound and extensive knowledge of the local labour market and ability to identify areas of opportunity for the site and its clients

· Sound communication and reporting skills and ability to communicate with a range of external organisations including Businesses, Industry Advisory Boards and Government Agencies

· Sound computer literacy and data management skills
· Ability to develop effective networks with community organisations

· Knowledge of contemporary recruitment practices and procedures and understanding of the key stakeholders in the Employment Services Industry

· Knowledge of the range of barriers faced by job seekers, and strategies to assist clients to overcome them

· Experience working in Labour Market Programs aimed at employment outcomes for job seekers would be an advantage as would Certificate IV in Employment Services or equivalent experience
· Willingness to continue formal training through to Diploma Level is essential
· A current driver’s licence


4.0 
PERFORMANCE (Measurable Job Quality)
4.1 

Operations / Procedure / Contract Compliance for Site
· Follow work procedures as directed by management to achieve operational and financial objectives

· Deliver programs in accordance with contractual requirements and individual targets

4.2  
Initial Interview
· Conduct an initial interview with the job seeker

· Prepare an Employment Pathway Plan (EPP), specifying interventions required

· Explain the services the Provider will deliver

· Explain the rights and obligations of the jobseeker

· Confirm the job seekers identity

· Provide access to an interpreter where required 
4.3 
Exercise judgement about when to;
· Assist the job seeker to prepare a resume (within the first three months based on the level and nature of the job seeker’s disadvantage)

· Explain the use of and access to job search facilities and the location of those facilities

· Provide the job seeker with an initial list of appropriate job vacancies

· Provide advice about the best ways to source employment and discuss local employment opportunities

· Provide information about skills shortage areas and access to the Productivity Places Program

· Load the job seeker’s resume and record completion of the Initial Interview in DEEWR IT system
· If the client is moving into the Stream from another Stream, the EPP is required to be updated, including new contact arrangements

4.4  
Contact requirements and ongoing assistance
· Conduct monthly appointments with the job seeker if they remain unemployed after the third month

· Review and update the job seeker’s Employment Pathway Plan

· Discuss the jobseeker’s job search activities since the last contact

· Assist in identifying appropriate job vacancies

· Identify relevant training, work experience or other interventions

· Review the job seeker’s progress towards overcoming identified vocational barriers

· Identify and record any changes on the DEEWR IT system
4.5 
Stream Services Review
· Arrange a Stream Services Review after 12 months of Stream services to determine the job seeker readiness for Work Experience

4.6 
Work Experience
· Outline the Work Experience options that are available to job seekers and discuss the activity that would best support their search for sustainable employment

· Inform job seekers about when they are required to commence a Work Experience activity

· Undertake a risk assessment prior to the commencement of the activity

· Ensure appropriate supervision of the activity

· Record details of the placement into the DEEWR IT system

· Monitor the job seekers’ participation to ensure they meet their obligations and are not exploited

· Conduct appointments with the jobseeker at least every two months during the Work Experience phase

4.7 
Audits
· At direction of management, participate in regular internal file audits to ensure contract compliance and training needs

· Respond to corrective actions resulting from audits as required by management

4.8 
Outcome Quality
· Actively engaging participants into the program as quickly as possible (Timeliness between referral to commencement)

· The rate at which participants are achieving both social and economic outcomes (Outcome Rate)

· Engagement of participants in the programme to achieve both social and economic outcomes (Retention Rate)

· Meet prescribed outcome targets as set by management

· Accurate entering of placements and timely entering of exit reports and outcomes claimed

4.9  
Diary Management
· Deliver participant contact requirements

· Ensuring time well managed to achieve highest possible attendance of appointments

4.10 Attending to client barriers
· Evidence of delivery of personalised services to participants that complies with the funding deed and is in accordance with the Code of Practice and the Job Services  Australia service guarantee

4.11  Other duties as directed by manager or supervisor


5.0 
APPLICATION DETAILS

Applications must include:

1. Completed Application Letter addressing key selection criteria and quoting position reference number
2. Curriculum Vitae/Resume

3. Name and contact details of three referees, who are not family members

Applications “Confidential Application” addressed to:

HR Manager
The Tracy Group
PO Box 13
Ballarat VIC 3350


Please note that email applications to westgatehr@tracys.com.au will be accepted, but applicants are encouraged to place a ‘read receipt’ on applications.

Applications close:

C.O.B. Monday 22nd November, 2010
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