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	TITLE

Self Employment Mentor
REPORTS TO
Program 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 advise, support  and mentor the clients in setting up and managing a small business

	ACCOUNTABILITIES
· Organisation & Business

· Achieve targeted goals and KPI’s
· Work and liaise with stakeholders to assist job seekers in setting up a small business
· Update own knowledge about regulatory and legislative changes applicable to small business

· Initiate, build and maintain relationships in the business and community sectors
· Apply appropriate interview and assessment techniques for ascertaining applicant’s suitability for the program.

· Governance & Compliance

· Meet all compliance obligations of the contracts and Company policies 

· To make claims in line with contractual obligations

· Ensure all privacy and confidentiality aspects are observed accurately

· Ensure EEO and Anti-Discrimination legislations are adhered to

· Clients & Employers
· Promote the MTC services to local businesses, community groups and local government departments.

· Lead and support the clients throughout the program 

· Ensure quality advice and services are provided to the clients

· Develop effective partnerships and networks

· People & Community

· To act in accordance with MTC Work Solutions policies, contractual obligations and government requirements.

	SUCCESS MEASURES
· Compliance to contract conditions 

· Successful placement onto NEIS allowance
· Successful completion NEIS Program. 

· Customer satisfaction levels

	COMPETENCIES 
· General Competencies

· 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.  
· Entrepreneurship The knowledge and experience of setting up and running a successful small business
· Work Organisation The ability to effectively manage own resources, including time 
· Customer Focus The willingness to focus effort on delivering to meet both internal and external customer needs.
· Results Focus The willingness or the ability to do the job well and to deliver results through setting and achieving challenging goals
· Building Relationships and Networks The ability to identify and maintain short and long term networks useful to achieving organisational and team objectives
· 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 covey, 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.


	SCOPE AND SIZE OF ROLE ACCOUNTABILITIES
The position is subject to regular supervision and audit

	INDEPENDENCE TO ACT AND AUTHORITY LEVELS
The position would usually be able to solve problems within procedures or through reference to supervisor. The types of problems are likely to be similar in nature with the occasional complex issue.  

	RELATIONSHIPS
The position is expected to develop, build and maintain relationships to promote trust and the services of the Company

· Internal: MTC staff

· External:  Local government, Businesses, Community Organisations

	SELECTION CRITERIA
· Approx 2 years of experience in a similar environment providing small business advice
· Certificate IV in Training and Assessment

· Experience in working with people from culturally and linguistically diverse (CALD) backgrounds 
· Demonstrated leadership and management skills including the ability to manage diverse program responsibilities
· Demonstrated ability to set up and develop a program/business
· Organisation and team work skills



	SIGN OFF
…………………………………..….                                 ………………….………………….
             JOB HOLDER                                                                    MANAGER
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