
MILANG PROGRESS ASSOCIATION INCORPORATED.

Job and Person Specifications

	Position:
	Work Experience Team Leader

	Branch:
	Community Development

	Location:
	D'Aranda Tce Milang SA 5256

	Reports to:
	Manager Milang Old School House Community Centre

	Hours of Work:
	16 hours per week 

	Special Requirements:
	Current Police Check (mandatory) & Drivers License 

	Date:
	30th June  2010

	Commencement
	July 2010 – 31st December 2010

	Remuneration
	Social & Community Service Award SA Level 5
$47919 per annum


JOB SPECIFICATIONS

1. Summary of the broad purpose of the position, and its responsibilities/duties
The Milang Progress Association Incorporated (MPA) trading as the Milang Old School House Community Centre works with the community to develop programs which foster community development and capacity building.

The Work Experience Team Leader will be responsible for managing a team of work experience participants who are registered in a Job Skills Australia program.

The Work Experience Team Leader is responsible for the safety, welfare and supervision of work experience participants on practical conservation and community projects.
2.
Reporting and working relationships
The Work Experience Team Leader is responsible to the Milang Progress Association Incorporated through the Manager of the Milang Old School House Community Centre.
The Work Experience Team Leader will work in close consultation with:

· The Milang Progress Association Incorporated
· Workskil Incorporated

· Milang Old School House Community Centre

· The Lakes Hub staff

· Goolwa to Wellington Local Action Planning Inc

· Landholders, industries and schools within the region

· Indigenous groups

· Alexandrina Councils

3.
Special Conditions
The appointment will be until 31st Dec 2010, and is subject to Government funding being available and satisfactory performance.
Hours of work are normally 16 hours per week, worked over 2 consecutive week days.

The activities undertaken in this project require that the Team Leader and participants will operate from and return to the office base location on a daily basis.  The Office base will be the Milang Old School House Community Centre.

4.
Statement of key responsibilities/duties
· Provide on-site supervision of Participants, particularly in line with the relevant industry standards of the activity that the Participants are undertaking.

· Ensure the general welfare and safety of participants, including strict adherence to OH&S policies and procedures.
· Engage team members in learning new skills and providing on-going coaching of team members, providing a mix of practical and conceptual on-site training.

· Responding within approved procedures in the case of an accident or emergency.
· Ensure that contractual arrangements outlined in the agreement between Workskil Incorporated and the Milang Progress Association Incorporated are met.

· Manage activities, reporting and record keeping on participant attendance (ie timesheets) and notifying Workskil Incorporated of unauthorized absences.

· Making logistical arrangements for the efficient completion of project activities, which may include project scheduling, tool selection and site maps, details of job specification.

· Ensuring the care, maintenance and safe operation of vehicles, trailers, tools and equipment.

· At all times to demonstrate professionalism and integrity in accordance with the ‘Employment Services Standard – Employment Services Deed 2009-2012’

· Prepare a risk management plan appropriate to the activity which identifies, prioritises, manages and monitors the risks associated with administering the Project, including all the matters listed in the Risk Assessment Form.

· Reporting to the Workskil Incorporated, including completion of Project Leader Reports.

· Assess Participants for the purpose of identifying whether the Participant is suited to participating in the Project

· Other duties, as directed by Milang Progress Association Inc.

KEY SELECTION CRITERIA

· Demonstrated experience as an effective and motivating Team Leader.

· Practical experiences in the management of and compliance with organisational OH& S processes and procedures.

· Qualifications or experience in Conservation or NRM.

· Well developed interpersonal communication skills and an ability to liaise with people from diverse backgrounds.

· Demonstrated capacity to engage team members in learning new skills and providing on-going coaching of team members.

· Good levels of health and fitness

· Demonstrated capacity to formulate written reports within specified time lines.

· Record of effective organisation and prioritisation of multiple demands to meet project objectives.

PERSON SPECIFICATIONS

ESSENTIAL MINIMUM REQUIREMENTS

Educational
· Full Drivers Licence

· Current Senior First Aid certificate or approved equivalent.

· National Police Record or Working with Children Check

· Qualifications in Community Services, Natural Resources Management or 3 years experience in related position.

Personal abilities/aptitude/skills
· Demonstrated capacity or experience in leading small teams.

·  Demonstrated commitment to practical conservation and land management and a record of achievement in this area.
· Ability to use a range of current computer software packages
· Experience in managing human, financial and physical resources

· Demonstrated negotiation and conflict resolution skills

· Interpersonal skills which engender the trust, cooperation and confidence of staff and participants
· Proven ability to communicate effectively with a broad range of people, including State and Local government, other agencies, professional bodies and community/industry groups.

Experience or training
· Experience in managing staff

· Experience in working with volunteers, community groups, people looking for work and rural landholders

· Experience in project  planning and management in a natural resource setting.
· Experience in the community development principles and practices

· Experience in working with community, not for profit organisation

Knowledge
· A knowledge of natural resource issues and management practices

· A knowledge of risk management procedures
DESIRABLE CHARACTERISTICS
Education

· Certificate IV Training and Assessment

Experience

· Provision of training and educational opportunities to staff, community organisations and volunteers

Knowledge
· Knowledge of the natural resource management issues in the region 
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