		
WHO YOU ARE							


	
What is your division?
	
Inclusive Employment Solutions

	
Who do you report to?
	
Team Leader – Specialist Employment



	
What is your team structure?
	

 Program Manager – Employment Development
 Team Leader – Specialist Employment
 Skilling Queenslanders for Work Coordinator




PURPOSE OF YOUR ROLE

Skilling Queenslanders for Work (SQW) assists unemployed or underemployed Queenslanders gain the skills and qualifications they need to find and keep jobs. 

The SQW Coordinator is responsible for the effective delivery of the Skilling Queenslanders for Work – Community Careers project and will be an active member of the Inclusive Employment Solutions team. The coordinator will be responsible for:

· Leading all operational aspects of the Community Careers project including participant recruitment, non-accredited work readiness training and project reporting.
· Supporting participants to gain nationally recognised skills and vocational qualifications and move into sustainable employment.
· Supporting participants with a diverse range of personal, social and economic barriers that may be impacting their participation in training and employment.
· Build and develop a culture aligned with Endeavour Foundation mission and values.
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Position Description – SQW Coordinator – Community Careers 

PURPOSE


MISSION

VALUES



Make possibilities a realitysionate
   Pas


We partner with people to aspire for more

	

	




KEY SUCCESS AREAS





Operational Excellence

Create individual training and personal support plans for participants to enhance their opportunities to complete training and access employment.

Facilitate the provision of personal development activities as determined by individual plans, to develop vocational and employability skills and empower
participants 


	
	
Engage and liaise with partner Registered Training Organisations (RTO)
and local employers to maximise employment and training outcomes for participants.

Actively market the project and recruit eligible project participants as per contractual targets.

Undertake and maintain accurate documentation including case notes, report writing and program data collection as required by Endeavour Foundation and the Department of Trade Employment and Training.

With support from the Team Leader/Manager, ensure SQW projects are compliant with all contractual obligations and guidelines.

Contribute to a collaborative work environment and engage in other organisational processes where required.

Build and develop a culture aligned with Endeavour Foundation mission and values.


	





Stakeholder Management
	
Facilitate partnerships and liaise with stakeholders including, but not limited to, Department of Trade Employment and Training, education and vocational training providers, employers and community groups for the benefit of connecting participants

Engage with employers to fully understand their hiring requirements, recruitment cycles, and maintain relationships with key decision makers.

Engage with community stakeholders to support participants to address vocational and non-vocational barriers.




WHAT YOU NEED TO SUCCEED

	









Capabilities
	
Ability to work effectively with participants with multiple and complex needs 

Ability to tailor and facilitate works skills sessions and small group activities that address the needs of participants.

Ability to build and maintain strong working relationships and influence key stakeholders to the advantage of participants.

High level of interpersonal skills including the ability to develop and maintain relationships within a team, with participants and with various stakeholders.

Consistently focused on developing internal and external relationships that assist with participant support and a positive participant experience.

Takes responsibility for own workload and sets appropriate plans for execution to meet project targets.

High level of organisational skills with the ability to meet multiple deadlines.




	





Skills & Education
	Certificate IV or equivalent experience within Community Services, Disability Services, Employment Services or Training.

Knowledge of the issues and barriers experienced by people who have been long-term unemployed.

Demonstrated competence in computer applications, (i.e. Microsoft Word, TEAMS, Excel, PowerPoint) relevant to the role.

Strong verbal and written communication skills

	



   Experience 
	Demonstrated experience in a role that supports people experiencing barriers to employment and training using a strengths-based approach. 

Demonstrated experience facilitating group activities and projects in a community services setting.

Demonstrated experience working with a participant focus in environments where solution-driven initiatives were developed or transformational change undertaken.
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