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POSITION DESCRIPTION
	Position Title: 
Employment Options Support officer 

	Reports to: 
	manager - employment options

	award: 
	Labour Market Assistance Award 2010

	Reviewed by:  
	Executive Manager – client services

	DATE REVIEWED: 
	July 2010


	Purpose and Vision: 

Our purpose is to enhance the lives of people with a spinal cord injury.

Our vision is that people with a spinal cord injury are able to live in an equitable, inclusive, integrated community, independently able to access every aspect of and contribute to the fabric of their region.

Purpose of the Role …
This position is primarily responsible for assisting clients who have physical disabilities to maintain their employment roles, through the provision of appropriate onsite and/or offsite support and interventions.
Success Factors for this Role…
· Proactive and autonomous management of Client load 

· Provision of a quality professional service to all clients

· Working cohesively in a team environment to achieve client goals 

· Meeting compliance and documentation requirements of the service

Key Performance Indicators for the Role…. 
· Evidence that case load has been managed effectively 

· Satisfaction and feedback from clients

· Evidence of positive feedback from team 

· All documentation and paper work completed in a timely, quality manner and within National Disability Service Standards 

· Evidence of working with clients to achieve their goals 

You will bring to the role …
Must have (skills, knowledge, behaviour & experience)

Great to have

· Current “Working with Children” blue card or willingness to obtain.
· Current Senior First Aid certificate or willingness to obtain.
· Proven ability to work collaboratively with individuals towards a common outcome.
· Highly motivated with the ability to set and achieve goals.
· A willingness to take ownership, be accountable and continually be proactive.
· Ability to communicate at all levels.
· A minimum of 1 year experience in the disability sector.
· Previous experience in working within the employment industry.
· Diverse work history.
· “Finding a Job, Keeping a Job” course, or similar disability & employment awareness training.

· Previous experience working within a quality framework.
What you will do in the role …
Proactive and autonomous management of client load
· Assisting and supporting clients to remain in employment through regular communication including worksite visits.
· Liaising with client and employers (if appropriate) onsite and/or offsite, as required.

· Regularly reviewing (at least 6 monthly) employment related needs and goals of client through use of Employment Pathway Plan (EPP) and EPP Checklist.

· With supervision and direction, identify and implement appropriate workplace modifications or other available support programs.

· Maintaining regular contact with clients.

· Completing and lodging appropriate documentation as required.

Reporting and documentation requirements

· Documentation and paper work completed in a timely, quality manner and within national Disability Services Standards and DEEWR guidelines.
Job Monitoring

· Assist and support clients to remain in employment through regular communication including worksite visits.

· Liaise with clients and employers (if appropriate) onsite and/or offsite, as required.

· Regularly review employment related needs and goals of client through use of Employment Pathway Plans (EPP) and EPP Checklist.

· With supervision and direction, identify and implement appropriate workplace modification or other available support programs as required.
· Assist employers and co-workers to understand the work related implications of the person’s disability.
· Working with clients to achieve their 13 and 26 week employment outcomes. 
Workplace Health & Safety

· Acting on any unsafe work practice(s) that will put yourself or others at risk.

· Reporting hazards and/ or incidents in accordance with Spinal Injuries Policies and Procedures.
Quality Management System

· Following and adhering to all Spinal Injuries Association Policy and Procedures.
Other Responsibilities

· As directed by Management

This role can approve and make decisions on…
· Make daily decisions to manage caseload effectively

· Review  client assistance and/or initiate action for “out of the ordinary” situations

· Raise QIR’s for any non compliance detected in accordance with the Spinal Injuries Association Continual Improvement Procedure

· Stop any unsafe work practice(s) that will put yourself or others at risk.
Agreed by Employee


Date

__________________________________________________________

________________

Key Selection Criteria

Weighting

3
High level computer literacy skills, including demonstrated experience in utilising complex client management systems, e.g. DENMAX and ESS
5
High level of numeracy and literacy skills, including excellent written and verbal communication skills, and demonstrated attention to detail.

4
An understanding or ability to acquire an understanding of programs and processes of Disability Employment services.

4
Proven ability to work autonomously and as part of a team.
4

Demonstrated ability to exercise initiative, lateral thinking, and excellent problem solving skills.
5
Demonstrated ability to assist people with a disability in an individualised and empowering manner.
KEY SELECTION CRITERIA WEIGHTING SCALE

Scale

Definition

5

Extremely important competency.  Applicant must be able to demonstrate in-depth experience, skills/behaviours or knowledge to meet this criterion.

4

Very important competency.  Applicant must be able to demonstrate specific experience, skills/behaviours or knowledge to meet this criterion.

3

Important competency.  Applicant must be able to demonstrate general experience, skills/behaviours or knowledge to meet this criterion.

2

Desired competency Applicant must be able to demonstrate some experience, skills/behaviours or knowledge to meet this criterion.

1

Acquiring competency.  Applicant must show willingness to acquire general experience, skills/behaviours or knowledge to meet this criterion.
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