PD 10
POSITION DESCRIPTION
Work Pathways Worker
Status:
30 hours a week, fixed term

Classification:
Social and Community Services (SACS) Award
Date of Review:
1 May
Location:
Brisbane 

Primary Purpose of Position:


The Working Pathways Worker is responsible for the day-to-day tasks associated with organising accredited training, and other professional development and training opportunities for women after they have been released from prison.  The worker will have a close working relationship with Career Keys, the training organisation contracted to deliver the accredited training.  This worker will work closely with other Sisters Inside workers in accordance with the Values, Mission and Policy and Procedures of Sisters Inside Inc.

This position is funded by Qld Government’s Department of Employment and Training under their “Queenslanders Working Together Program.”  They call this project “Women Exiting Prison – Work Pathways Programme 2012”.  Funding has been received till the 31st December 2012.  

In the service agreement, there are specific targets that have to be met.  This worker is required to organise their day to day work to meet the following targets:

· 3 courses (one course includes the two modules: Career Planning (BSBCMN213A) and Career Planning (GENJAS201) are conducted between throughout 2012, with a total of 84 women participating across the three courses.

· A minimum of 8 women obtain further employment by 31st December 2012.

· A minimum of 42 women continue with training by 31st December 2012.  

If the worker is concerned about meeting these targets, they must inform SIS CEO at their earliest concern.  

Key responsibilities of this position include: 

· Promoting the program and courses’ details to potential women and workers who work with women who may be interested in the program  

· Recruit, assess and develop individual training plans with women

· Organise the delivery of accredited training programs by Career Keys
· Provide non-accredited professional development opportunities, other training and employment pathways for women

· Assist women released from prison re-establish themselves and their children in their communities so that they can access accredited training

· Participate and complete quality, planning evaluation and reporting activities, by being accountable within Sisters Inside and preparing reports to DET.

For further details about these responsibilities, please see the “Working Pathways Programme” Workplan.

Extent of Authority:

The Working Pathways Worker performs the following responsibilities within the Vision, Mission and policy and procedures of Sisters Inside Inc, as outlined in the Sisters Inside “Working Guide, 2012”. 
Key Responsibility Areas:

1. Leadership & Organisational Values

· Demonstrate a commitment to the “Working Pathways” Project achieving its objectives  within the philosophy, values, vision, aims and objectives of Sisters Inside
· Be honest, approachable and responsive to the resolution of issues

· Participate in Sisters Inside weekly Brisbane-based staff meetings and working co-operatively with all Sisters Inside workers and their programs’ objectives
· Complete forms, and use of processes and procedures to ensure compliance with Sisters Inside’s policies and procedures 
· Undertake specific tasks as negotiated with the Director.

2. Service Delivery

A Work Plan has been developed to meet the obligations outlined in the service agreement.  It provides more details of the activities below.   
· Promoting the program and courses’ details to potential women and workers who work with women who may be interested in the program  

· Recruit, assess and develop individual training plans with women

· Organise the delivery of accredited training programs by Learning Network Qld

· Provide non-accredited professional development opportunities, other training and employment pathways for women

· Assist women released from prison re-establish themselves and their children in their communities so that they can access accredited training

3. Quality and Planning

· Undertake risk assessment in planning activities and recommend corrective action to support the achievement of quality outcomes for this project.

· Generate timely and accurate reports as required by the Director
· Record the data required to complete progress reports in the work plan and complete reports for the funding body
· Participate in organisational review and planning activities if required
4. Human Resources

· Keep up-to-date with email, telephone and other communication processes within the project and Sisters Inside, to ensure that you are informed of any new developments 

· Participate in regular line-management supervision  to ensuring that your duties required as specified in this job description are performed

· Participate in an annual performance reviews and attend professional supervision and appropriate training, either internally or externally as approved by the Director

· Complete staff timesheets, leave and other forms and submit for approval in a timely manner. 

· Comply with Workplace Health and Safety and risk management

5. Financial Resources

· Complete the relevant forms for petty cash reimbursement, emergency relief payments, mileage claim forms, purchasing order forms in accordance with Sisters Inside Working Guide Financial Procedures 

· Use Sisters Inside vehicles, mobile phones, computers/laptops, video/camera and program equipment of the organisation with honesty, accountability and transparency in accordance with Sisters Inside Working Guide 

6. Networks, Partnerships and Integration

In addition to links with Learning Network Qld and workers to promote this project detailed in the workplan,

· Represent the project at relevant inter-agency networks, community consultations and forums if required

Key Selection Criteria

Essential Knowledge and Skills:

KSC1


Demonstrated understanding of Sisters Inside’s values base and a commitment to working within the organisations value framework, policies and procedures.

KSC2


Knowledge and experience of issues faced by women including Indigenous women leaving prison wanting to access training, education and employment opportunities 

KSC3


Demonstrable skills in building relationships with women and supporting them to achieve their training, education and employment goals  

KSC4

Demonstrated ability to organise a wide range of day to day tasks required to make accredited and non-accredited training courses available and relevant to women’s needs.   

KSC5
Good communication skills in relating to a range of people (from women in prison themselves, their children, the staff of prison an the staff of training organisations) and producing written materials
Essential Attributes:

· Problem-solve, know when to seek direction and be able to critically reflect upon one’s practice 

· Enthusiastic and receptive in interaction with clients
· Good time management skills including the ability to prioritise, plan, organise, and manage competing demands of this position.

Essential Requirements:

· Tertiary qualifications within the social or behavioural sciences and /or significant experience in women incarcerated in prison
· Holder of a current Queensland A Class drivers license

· Reasonable word processing skills

· Suitability Card from the ‘Commission for Children and Young People’ 

Additional Information:

This position is of a fixed term nature, till the 31 December 2012 and is subject to a three month probationary period.  

