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Position DESCRIPTION

Position Title:
Employment Consultant 
Location:
Logan
Effective Date:
 
Reports To:
Branch Manager
Incumbent: 
_____________________________

    ​​​​​​​​​​​​​​​​​_____________________________


Date: ___/___/____    
Incumbent’s Signature
 
Manager:

     _____________________________ 



     _____________________________

Date: ___/___/____                 Manager’s Signature
ORGANISATIONAL ENVIRONMENT

Job Placement Limited is a not-for-profit organisation with the resources and skills to provide people with disability and other disadvantaged job seekers the required support to obtain employment in careers that meet their individual needs and improve their quality of life.

Job Placement Limited assists people with disability access employment in the open labour market.  We assist people of all nationalities and ages, 15 – 64 years.  Our office network extends through the Logan, Mt Gravatt, Browns Plains, Beenleigh and Beaudestert areas.
Job Placement is funded by the Department of Education, Employment and Workplace Relations (DEEWR)
The Organisation’s Quality Assurance system meets the Disability Service Standards.  
POSITION PURPOSE

An Employment Consultant (EC) supports job seekers who experience barriers to employment to successfully participate in the workforce. 
The Employment Consultant (EC) in consultation with program participants develops individual programs based on their employment goals in line with relevant funding guidelines and Organisational policy and procedures.
The Employment Consultant (EC) manages their clients and their employers under the direction of the Branch Manager (BM).
PRIMARY ACCOUNTABILITIES

The Employment Consultant (EC) is responsible for:

· Providing a professional, high quality case management service in partnership with eligible job seekers
· Contributing to the achievement of the Organisational objectives and purpose within the scope of the role

· Achieving individual performance targets and goals set in conjunction with the Branch Manager (BM) 
· Contributing to the development and achievement of Branch Team 
· Maintaining relevant knowledge of the Organisation’s strategies, policy, procedures, the Disability Service Standards (DSS) and funding contractual obligations
· Contributing to the Organisation’s sustainability 

DIMENSIONS AND RELATIONSHIPS

The incumbent:

· Will maintain a highly interactive relationship with job seekers on caseload and their key supports.

· Provide on-site participant training/support when required 

· Maintain excellent relationships with Business Partners including employers, schools, support agencies, Centrelink and Job Network providers.

· Maintain an open, supportive relationship with the Site Manager (SM)
· Participate in and contribute to a supportive team environment 
	Accountability Statement

	1. Governance and Leadership 

· Maintain a high level of understanding about Organisational policy, procedure, Department of Employment and Workplace Relations (DEWR) and other relevant guidelines, Codes of Conduct and Disability Service Standards (DSS)
· Maintain an understanding of the Organisation’s Strategic, Corporate and Site Plans



	2. Employer of Choice 

In conjunction with the Site Manager (SM) support the development of a strong team including:

· Contribute to development and implementation of Site and Individual Work Plans 
· Participate in team and caseload meetings 
· Maintain a high level of communication with your Site Manager (SM) and co workers

· Ensure a safe work environment

· Plans and participate in relevant training and development activity

· Participate in performance management process


	3. Product and Service Innovation and Development 
In consultation with the Site Manager (SM) support the development of new services and expansion possibilities that meet local needs including:

· Identify growth opportunities in line with the Strategic Plans of the Organisation

· Support the implementation of new products and services within the Employment Service Area (ESA)  


	4. Organisational and operational Performance 

In consultation with the Site Manager (SM) provide high quality employment services to job seekers who experience barriers to work including:
Job Seekers  

· Achieve targets and Key Performance Indicators (KPI’s), established on an annual basis
· Deliver a quality employment service which meet participant’s needs 

· Respond to all participant inquiries in a timely and Professional manner

· Develop strategies for sustainable employment outcomes for participants

· Align Employment outcomes to the participant’s employment goals 

· Monitor and review the progress of participants throughout their employment program 

· Ensure EA3000 (DEWR IT System) records are maintained to Department of Employment and Workplace Relations (DEWR) standards and guidelines (where required)
· Ensure EA3000 (DEWR IT System) job seeker milestones are met and payments are claimed on time (where required)
· Ensure all Corporate Services communications are undertaken promptly 

· Maintain participant personal files and information in line with Organisational procedures
· Maintain participant privacy and confidentiality 

Business Partnerships 

· Develop employer contacts and identify future business opportunities

· Encourage the promotion of a continuous improvement culture
· Develop relationships where needed with relevant referral agents e.g. State funded services, schools, Centrelink,  Job Capacity Assessors and Job Networks

Service Process 
In partnership with participants, provide:
· Pre-Employment assistance – Evidence collection for Disability Pre-Employment Instrument (DPI) Assessment 

· Job placement 

· On-site training, support and assistance – Evidence collection for Disability Maintenance Instrument (DMI) Assessment
· Follow up 
· Informed advice 



	5. Beyond Quality, Business Excellence 

· Timely response to participant service requests and/or participant feedback
· Contribute to continuous improvement process 
· Maintain a high level of current knowledge of the Disability Service Standards (DSS), Department of Education, Employment and Workplace Relations (DEEWR) and other relevant guidelines, Codes of Conduct and Organisational policy and procedures  

· Contribute to building a culture of continuous improvement in the Team and the Organisation



	6. Appraisal Participation 

· Participate in end of Probation Period Appraisal and annual Staff Appraisals
· Ensure the achievement of benchmarks and performance expectations and thereby ensuring the sustainability of the Organisation and a highly competent appraisal outcome
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