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ROLE  DESCRIPTION
	TITLE

Employment Consultant

REPORTS TO

Branch Manager
COMPANY PURPOSE
MTC is a not for profit community based employment organisation and its mission is to be recognized as a provider of high quality and innovative employment solutions that improve the prosperity within the communities with which it works 
ROLE PURPOSE
The purpose of this job is to provide services that assess and assist job seekers to increase their competence and capability to secure appropriate lasting employment. This may require varying pathways for example training; referral to internal/external services; reverse marketing to Organisations; referral to Job Network or allied programmes 

	ACCOUNTABILITIES
· Organisation & Business

· To manage a caseload of job seekers to sustain appropriate lasting employment, training or referral and to ensure all appropriate payments  (e.g. Initial, after 13 weeks and 26 weeks) are accurately claimed via EA3000.
· To account manage key employers to grow placement and training opportunities. 

· Governance & Compliance

· To ensure all contractual obligations are met

· To ensure all claims are accurately made, supported with completed documentation and are monitored and tracked.

· Ensure all privacy and confidentiality aspects are observed accurately

· To ensure all non compliance reports are accurate, documented and reported to Centrelink

· Clients & Employers
· To apply appropriate assessment techniques for ascertaining job seekers suitability for work and/or to identify any barriers to their work suitability

· To identify and manage appropriate plans to assist the job seeker in overcoming barriers. This may include referral to Personal Support Programme or seeking assistance from other sources

· To identify and manage an active job search plan and prepare the Employment Pathway Plan (EPP)and to submit non compliance reports to Centrelink as required and to manage the clients response to the report for a positive outcome

· To prepare in consultation with the client an Intensive Assistance Support Plan (IASP) and review regularly to ensure MTC’s commitment /contract obligations to the client is being carried through.

· To actively market job seekers to employers and to seek out opportunities ie reverse marketing

· To develop a positive image of MTC within the Employer network through implementing and managing the customer care programme.

· People & Community

· To contribute to the ESP team and other teams as required

· To develop a positive image of MTC within the local community

· To carry out duties in accordance with  Company policies and legislation including EEO, Anti discrimination, Harassment, Privacy, FOI, etc

	SUCCESS MEASURES
· 4 Primary interims and 3.1 Primary finals per month
· $15,000 (after GST) revenue per month

· Job seeker satisfaction

· % of Accurate  claims administration

· % of people commenced within one month of assessment

	COMPETENCIES 
· Social Responsibility To accept that the organisation has a social responsibility and to ensure that decisions and actions are consistent with the organisation mission 
· Legislative and Regulatory requirements Knowledge and application of legislative and regulatory or industry standards as they relate to the department. This includes a sense of safety which is concerned with creating and maintaining a healthy and, safe environment as well as understanding and role modeling requirements under EEO, Diversity, OH&S, Privacy, Harassment and Anti discrimination polices etc.  
· Work Organisation/Time Management The ability to effectively manage own resources, including time 
· Customer Focus The willingness to focus effort to meet both internal and external customer needs.
· Sales Focus The willingness to spot potential opportunities and develop these into sales. This will include prospecting the marketplace for new customers as well as maximizing existing relationships 
· Results Focus The willingness or the ability to do the job well and to deliver results through setting and achieving challenging goals for self and team.
· Building Relationships and Networks The ability to identify and maintain short and long term networks useful to achieving organizational objectives
· Listening and Responding The willingness and the ability to take time to listen to others and respond appropriately
· Continuous Improvement Focus The willingness to improve existing processes and procedures and find better ways of doing things in terms of effectiveness and/or efficiency
· Problem solving The ability to understand problems and situations by systematically breaking down the problem or situation, assessing and interpreting options, weighing up and prioritizing alternatives, and thinking through options
· Negotiation Skills Ability to obtain agreement between two or more parties who may have different interests
· Oral and Written Communications Ability to articulate and explain information to customers, peers and managers and the ability to convey, explain and understand information in writing, clearly and concisely
· Procedures and policies Knowledge and application of the organisation’s policies and procedures relevant to own job and areas supported.

· Concern for Quality and Standards An underlying drive to  reduce inconsistencies, risks, and errors through monitoring, checking and compliance with standards/procedures, including attention to detail 

· Understanding the Business The ability to understand the market and industry , in particular labor market programs, and look at situations in terms of their full opportunity for MTC

	SCOPE AND SIZE OF ROLE ACCOUNTABILITIES
· A consultant will, on average have 100 active participating clients and would be expected to have approximately 2 years job network experience. You must have be able to follow defined standards/procedures and undertake accessible experienced supervision



	INDEPENDENCE TO ACT AND AUTHORITY LEVELS
In most cases the position with have access to an onsite senior consultant for difficult situations and the position is governed by company and contract compliance terms and the problems faced would be similar in nature and solved by experience or referral. .

	RELATIONSHIPS
This position needs to be able to create trust with job seekers quickly and  strong working relationships with a variety of people and organisations and to gain cooperation of people to be able operate successfully in this role.

· Internal: MTC staff, business managers, Personal Support Programme staff

· External:  DEWR, Centrelink, community organisation and leaders, sponsors, employers

	APPROPRIATE EXPERIENCE 

· Tertiary qualifications preferred

· Demonstrated ability to work with long term unemployed people

· Drivers Licence

· Strong administrative skills and computer literacy

· Work in a team environment

· Good written and verbal skills

· Desire to operate within the mission and values of an organisation with a social conscience

	SIGN OFF
…………………………………..….                                 ………………….………………….
             JOB HOLDER                                                                    MANAGER
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Page 3 of 3

