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ROYAL SOCIETY FOR THE BLIND

POSITION DESCRIPTION

TITLE:


Coordinator, Employment Services
DIVISION:


LOW VISION SERVICES

APPROVED BY:

MANAGER, LOW VISION SERVICES 
        JAN 2012
MAIN PURPOSE

Reporting to the Manager, Low Vision Services, this position is responsible for the effective coordination and delivery of employment services to assist job seekers who are blind or vision impaired to retain or obtain employment.

The Employment Services team is an accredited Disability Employment Service provider.

The Employment Coordinator manages a team of 5 Employment Consultants.

The RSB Employment Services provides a successful employment program, creating new career opportunities for clients.  With over 150 work placements annually, it is one of the most successful employment services in Australia for people who are blind or vision impaired.

The RSB Employment Services team currently manages approx 200 clients in Job Seeker, Ongoing Support and Jobs-in-Jeopardy programs. The team assesses individual client needs and when appropriate engages with other RSB services to assist clients with training, mobility and specialist equipment.
The primary objective of the Employment Services team is to place and support our clients in ongoing employment and assist them in retaining their dignity and independence.
Principal Accountabilities

· To coordinate the development and provision of high quality employment services to assist persons who are blind or vision impaired.

· To ensure the Employment Service operates in compliance with the requirements of funding agreements and relevant Disability Service Standards.

DUTIES


· Coordinate the development and operation of a professional Employment service.

· Coordinate the provision and delivery of pre and post employment programs to persons who are blind or vision impaired.

· Develop an efficient and professional case management team and assign duties and projects to team members ensuring equitable distribution of work, quality servicing of clients and effective use of resources.

· Ensure the provision of effective case management services to clients, including the development of agreed employment pathway plans and maintenance of records of service delivery.

· Assess or arrange assessment of clients to determine their relevant skill levels and abilities, any skills training required and provide or arrange counsel in regard to job/career path options.

· Ensure that services provided are of a high quality standard and timely in delivery.

· Liaise with other RSB services to ensure that the planning and delivery of inter-related services is appropriate to the needs of individual clients.

· Administer Employment Funding Contracts, ensuring that activities undertaken are in accordance with requirements.

· Ensure all monthly payment claims for services are made in accordance with funding agreement requirements.

· Ensure records of activity by the Employment Services team are maintained and provide reports to management.

· Prepare revenue and expenditure budgets, for DEEWR and PPP contracts.   Monitor and reconcile budget data on a monthly basis.
· Assist with the preparation of Tenders and Submissions for funding.  

· Collate and analyse relevant statistics on the delivery and success of service programs.

· Participate in the RSB’s internal and external audit processes.

· Manage internal departmental budget in accordance with RSB policy.

· Regularly review the RSB’s website to ensure its Employment Services content is current and reflects the high standard of service provided.

· Review internal Employment Services policies and procedures on a regular basis to ensure that they are appropriate and make recommendations for improvement as required.

· Review the activities of the Employment Services team to ensure that quality standards of service are practiced and maintained.

· Undertake annual performance reviews of team members in accordance with RSB policy.

· Ensure that staff undertake their roles and responsibilities in a safe and proper manner in accord with the RSB’s Human Resource and OHS&W policies, procedures and practices relevant to their area of operation, including safe operating procedures.

· Ensure that staff are aware of, understand and conduct themselves in accord with all RSB policies and procedures that relate to their undertaking their duties and responsibilities, including the Email and Client Service policies.
· Conduct initial interviews with newly referred clients and allocate them to the appropriate Employment Consultant.
· Conduct regular case management review meetings with team members
· Market the service and individual clients to prospective employers.
· Manage a small case load of clients.
· Undertake other duties as required.

PERSON SPECIFICATION

Essential Criteria
· Proven ability to lead and develop a team in the provision and delivery of high quality disability employment services.

· A thorough working knowledge of Disability Employment Services (DES), including administration, requirements expected of service providers and claims management.  
· A thorough knowledge of the Jobs In Jeopardy (JNJ) program.
· Knowledge of DSS standards.

· A thorough working knowledge of ESS system.

· Proven case management skills, including counselling, problem solving and identification of available options.

· A sound understanding of the disability industry and the environment within which it operates.

· A knowledge of the employment market and the issues facing persons who are blind or vision impaired.

· A high level of computer literacy including    - ESS database

- Advanced MS Excel 

- MS Word

- MS Powerpoint

- Internet (including job search tools)
- Email

· Effective communication (verbal and written) skills.

· The ability to develop sound working relationships with colleagues, both internal and external.
· Effective negotiation and influencing skills.

· Excellent organisation and prioritisation skills, including the ability to meet objectives in a timely manner.

· An empathy for working with and assisting persons who are blind or vision impaired.

· A current Driver’s Licence

· The capacity to undertake some out of hours work and intrastate and interstate travel, as required.

· The ability to effectively represent the RSB at conferences and other community events, including making presentations to large groups.

· Experience in the preparation of tenders and submissions.

KEY PERFORMANCE INDICATORS

· The services provided result in clients becoming job ready, being placed in sustainable employment or retaining current employment.

· The Employment Services team is meeting the requirements of the DEEWR Funding Agreements and retains and/or improves on its 3 STAR rating.

· DEEWR processes are administered accurately and effectively and funding is received on a timely basis.
· Effective leadership of a productive and cohesive Employment Services team in accordance with RSB policies and procedures.


