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ROLE DESCRIPTION

	TITLE
Work Experience Officers

REPORTS TO

Branch Manager
COMPANY PURPOSE
MTC is a not for profit community based employment organisation and its mission is to be recognised as a provider of high quality and innovative employment solutions that improve the prosperity of communities within Sydney’s Inner City, West and South West.

ROLE PURPOSE
The purpose of this job is to lead a group of unemployed people to complete work experience assignments.



	ACCOUNTABILITIES
· Organisation & Business

· Liaise with Not for Profit and commercial organisations in order to secure assignments for team.

· Secure work experience positions for short-term placements of participants with external organisations (hosts). 

· Positively promote and publicise the Work Experience activites to stakeholders.

· Supervise and manage external work experience placements. 

· Maintain given administration systems and procedures (e.g. time sheets).

· Subject to time restraints assist participants into work, training and/or other related activities upon project completion.

· Promote a positive image of MTC to the communities within which the organisation works or intends to work.

· Complete other duties as directed.

· Governance & Compliance

· Comply with programme and project management processes, contractual requirements, reporting procedures, programme and project guidelines, OH&S policy & procedure, records management, confidentiality and relevant codes of conduct.  (As determined by MTC, DEEWR and relevant legislation).

· Ensure activities are conducted within budget parameters and regular reports are submitted where necessary to facilitate project monitoring 

· Maintain client and other records as directed.

· Clients & Employers
· Liaise with external not for profit organisations in order to secure assignments for the activity and to establish opportunities for job seekers

· Where participants are placed with external host organisations, develop relevant job descriptions and match participants to suitable placements and support their placement.

· Provide career counselling and advice, training and individual assistance in job search techniques

· People & Community

· Participate in CWC information / induction sessions.

· Keep own skills and knowledge up to date

· Work as part of the team


	SUCCESS MEASURES

· Job readiness of participants is improved through participation in the program.

· Number of participants entering employment, education, training courses or related activities.

· Number of clients, host sponsors and participants satisfied with the program.



	COMPETENCIES
· General Competencies

· Social Responsibility To accept that the organisation has a social responsibility and to ensure that decisions and actions are consistent with the organisation’s 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 modelling requirements under EEO, Diversity, OH&S, Privacy, Harassment and Anti discrimination polices etc.  
· Work Organisation The ability to effectively manage own resources, including time 
· Teamwork The willingness to work in a cooperative and helpful manner with other team members. This requires focusing on team as well as individual goals ands actively assisting team members towards the achievement of a common goal 
· Customer Focus The willingness to focus effort 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 for self and team.
· Building Relationships and Networks The ability to identify and maintain short and long term networks useful to achieving organisational 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
· Budget and Cost Focus Knowledge of the budgeting process, including the allocation and monitoring of costs and revenue against budget as well as the ability to utilize this knowledge to take or advise on corrective action
· 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.

· Project Management ability to plan and deliver projects using appropriate tools and techniques

· Concern for Quality and Standards An underlying drive to reduce inconsistencies, risks, and error in the surrounding work environment through monitoring, checking and compliance with standards and procedures, including an attention to detail.

	SCOPE AND SIZE OF ROLE ACCOUNTABILITIES
· Number of Staff  - Self

· Number of programme participants average of 75 



	INDEPENDENCE TO ACT AND AUTHORITY LEVELS

· Authority to act designated by branch manager and senior management.

· Authority levels to increase relevant to experience and overall development.



	RELATIONSHIPS
· Internal: MTC staff, business managers, support staff

· External:  Commercial and not for profit organisations, Centrelink, Job Network Providers, Training providers, participants and other stakeholders.

	APPROPRIATE EXPERIENCE 

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

· Leadership ability

· Sales and Marketing background would be an advantage.

· Experience in developing work experience placements. 

· Experience in working with unemployed people.

· Administration skills (including competency in Information Technology).

· Proven ability to follow complex systems and procedures. 

· Ability to work within a small team.

· Current NSW Driver’s Licence.
· Ability to work within cross-cultural contexts.


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


CWC Project Supervisor
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