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ParentsNext Advisor
Status:
Full Time
Hours:
76 hours per fortnight
Award:
MDA Enterprise Agreement 2013
Salary:  
Level 5/$69,100.72 + 9.5% super + salary sacrifice option 
Reports to:
Team Leader, ParentsNext
Contract Period:
Ongoing
Probation Period:
Three (3) months with the option to extend to six (6) months
Location:

Rockhampton
Open to:
Australian Aboriginal and Torres Strait Islander people. The filling of this position is intended to constitute a Special Measure under Section 8(1) of the Racial Discrimination Act 1975  
Description/Background
MDA has been selected by the Australian Government to deliver the ParentsNext program in the Rockhampton region.  The programme forms part of the Australian Government’s Growing Jobs and Small Business Package. 

The objectives of ParentsNext are to:

· Target early intervention assistance to parents at risk of long-term welfare dependency;
· Help parents identify their education and employment related goals and participate in activities that help them achieve their goals;
· Connect parents to local services that can help them address their barriers to employment.
MDA ParentsNext Advisors are highly motivated and experienced workers committed to supporting and empowering members of the Queensland community to make meaningful contributions.  This involves working with parents to assist them to move back into education, training or employment.  

MDA ParentsNext Advisors are committed to championing the benefits of workforce diversity and marketing MDA as a recognised leader in the field, to internal and external stakeholders. 
This role will work in the ParentsNext program and be based in MDA’s Rockhampton Office.
Key Duties
1. Support a diverse group of ParentsNext clients to understand their experiences, interests and aspirations;
2. Formulate individual development plans that identify specific activities, milestones and support needed to build the individual’s capacity to move into education, training or employment;
3. Identify specific education, training and employment opportunities that align to individual aspirations and interests;
4. Develop, deliver and facilitate  training and conduct individual and group sessions for participants;
5. Monitor service delivery and performance, reporting on key performance indicators and drafting management and Departmental reports as required;
6. Manage and educate multiple stakeholders (internal, external and partnership relationships) to maintain and grow the foundation for recruitment, training and job placements;
7. Apply skills and knowledge to identify where cross functional relationships (both internal and external) can be leveraged to provide broad client services;
8. Undertake end to end process reviews to meet compliance and performance requirements, making improvements where applicable in order to deliver customer service effectively, efficiently and professionally;
9. Ensure work is conducted in accordance with policies and procedures to ensure client privacy, business confidentiality and records are maintained appropriately;
10. Actively promote inclusive and meaningful activities for clients with multiple barriers to employment to effectively create opportunities to maximise social inclusion;
11. Manage employer and client records using internal databases, ensuring completeness, accuracy and timely input of data;
12. Apply cultural sensitivity throughout employment case management practices, being aware of practices to be employed for cultural differences and in compliance with MDA’s client privacy policies.
In addition to the duties listed above all MDA staff are expected to:

1. Respect and abide by the vision, mission and values of the organisation;
2. Ensure that their conduct is consistent with provisions of the MDA Code of Ethics and Conduct;
3. Comply with the provisions of relevant MDA policies and procedures;
4. Comply with the provisions of MDA’s Workplace Health and Safety framework including policies, procedures and safe work systems that relate to their role, program area or MDA as a whole. Information and training will be provided to successful candidates;
5. Carry out general administrative functions related to their role and to the effective and efficient functioning of MDA as a whole. This will include the use of computer-based calendar and information management systems. 

Induction training relating to policy and procedures, workplace health and safety and MDA administrative systems will be provided to successful candidates on appointment. Additional training in relation to IT systems and software will also be provided to successful candidates where necessary.

Selection Criteria

Essential Skills and Knowledge

1. Demonstrated experience in and a strong understanding of the challenges  parents face in participating  in education, training or employment and the ability to assist clients to achieve outcomes in these areas;
2. Be of Australian Aboriginal or Torres Strait Islander descent or identify as an Australian Aboriginal or Torres Strait Islander person or be accepted as an Australian Aboriginal or Torres Strait Islander person;
3. Outstanding cross-cultural communication skills and demonstrated capacity to work with a diverse participant base including people from a culturally and Linguistically Diverse or Indigenous background;
4. Excellent interpersonal skills with the ability to work supportively and collaboratively within a small team;
5. A demonstrated commitment to meeting organisational and team goals outlined in work plans and agreed KPIs according to program priorities and deadlines;
6. Experience in leading on specific projects as needed (e.g., focusing on specific client cohorts, coordinating a training program, developing internal systems, managing recruitment drives, etc.), balanced with the ability to work across all aspects of the role as needed;
7. Demonstrated values of integrity, resilience, team work and professionalism consistent with MDA’s vision;
8. Possession of, or willingness and eligibility to obtain, a Blue Card (Working with Children Suitability Card in accordance with the Commission for Children and Young People and Child Guardian Act 2000.) and Police Clearance Check.

Other
1. Possession of a current drivers license.
Application Process

Please forward a written application of no more than two (2) pages, outlining how you consider that your skills and experience are relevant to this position and a resume of no more than three (3) pages giving details of your previous work history and any other relevant information.
Please also submit a letter stating your connection to your Australian Aboriginal or Torres Strait Islander community with endorsement of your letter from a representative or elder from your local indigenous community/organisation.
Applications should be emailed to HR Officer at recruitment@mdaltd.org.au by no later than 9am, Monday 18th April 2016. 
