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Employment Coach
Reporting to:         	Site Manager 
Supervisory Duties: Nil
Position Objective
To case manage an allocated caseload of customers with the objective of finding them sustainable employment by focusing on improving capacity to work by stabilising non-vocational issues and building vocational skills and experience
Job Responsibilities
· Provide high quality case management to a caseload of up to 100 job seekers consistent with the objectives and requirements of the Workforce Australia Enhanced Service.  
· Undertake assessments and goal setting to strengthen a job seekers ability to find and sustain employment.
· Provide individual coaching and support to a diverse range of job seekers, which may include career planning, job search support, improving employability skills, addressing personal issues, as well as improving skills, training and education.
· Facilitate access and referral to internal programs and services as well as Workforce Australia programs and other external specialist organisations.
· Prepare quality resumes and cover letters; identify opportunities for employment; job application and interview process; providing accurate and constructive feedback.
· Secure sustainable employment opportunities through referral to internal and external job vacancies as well as advocate to employers on a job seekers behalf to find work experience or employment.
· Purchase goods and services for job seekers in a timely and appropriate manner.
· Provide six months of quality post-placement mentoring and support, to support the retention of job seekers in employment. Engage professionally with centralised post placement and wage subsidy functions.
· Document all job seeker contacts in a timely and accurate manner and undertake all required administrative activities in ESS and Amodo.
· Engage professionally and effectively with all other work groups at Workskil Australia.
· [bookmark: _Hlk88639247]Ensure the delivery of the service and interactions with stakeholders are positive, professional, and in line with Workskil Australia Values, Code of Conduct, Deeds, Guidelines, policies and procedures.
· Adhere to the Integrated Management System and assist with continuous improvement activities.

Qualifications, Skills and Experience
· Qualifications – Minimum Certificate IV in Employment Services or Career Development. 
· Skills – Ability to use the Microsoft Office suite (Word, Excel and PowerPoint) and ability to type (minimum 30 words per minute).
· Skills – Strong interpersonal, written and verbal communication skills.
· Skills – Ability to support, assess, motivate and ultimately develop a trusted professional relationship with each job seeker.
· Skills – Understanding of vocational and other barriers that impact people from gaining employment.
· Skills – Organised and able to manage multiple tasks, including strong time management.
· Experience – Sound knowledge of the local labour market, including emerging industries, key employers and job role types in your area suited to job seekers.
· Knowledge– Understanding of Aboriginal and Torres Strait Islander cultural competency and other cultural groups.
· Experience – Demonstrated understanding of case management frameworks.
· Experience – Basic understanding of WHS.
· Experience – Experience in Employment Services or a related service industry. 

Desirable Requirements
· Qualifications – Diploma or Bachelor in Psychology, Social Work, Mental Health, Youth Work or similar. 

Employment Conditions
· Contract of Employment as per Workskil Australia’s usual terms and conditions. 
· Appointment will be subject to a satisfactory Australian Federal Police Clearance, Bankruptcy and Disqualified Director Checks, Working with Children Check (for relevant State of Operation) and other checks as required.
· Comply with Workskil Australia’s Code of Conduct, Integrated Management System and Policies.
· Must not have been terminated from a previous position because of conduct, in relation to employment services provided to the Commonwealth.
· Must not have had access to the IT Systems of the Department of Education, Skills and Employment terminated.
· Where a program or third party mandates a medical vaccination for service delivery or attendance requirements, this role will be subject to such a vaccination requirement as a condition of employment.
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