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	Job Title:


	Community Service Worker- Level 3
Earlylinks Worker

	Responsible To:


	Program Manager

	Responsible For:
	Providing assistance to clients in the provision of support services for families with child between 0-8 years

	Founding Purpose


	Funding is to provide
· Support the development outcomes of children 0-8 through purposeful play, therapy and learning activities

· Develop community capacity of inclusion for children 0-8
· Engage families as partners in early childhood intervention within a framework of family centred practice
· Actively support children and their families to participate in mainstream services and their local communities 

· Assist children and their families to manage key early childhood and school transitions

	Vision
	Pathways for life

Our vision is to see a fairer Australia by enabling people in need find pathways to a better life

	Organizations’ Core Values
	Compassion     Integrity      Respect   Perseverance    Celebration

	Organisation Mission
	Walking alongside those in need, we help people discover:

·   Pathways to strong families and healthy, happy children

·   Pathways through a successful youth

·   Pathways away from homelessness

·   Pathways to skills and qualifications

·   Pathways to sustainable employment

	Position Purpose:


	To support clients in the provision of support, in particular the provision of services to face related family issues. This will be achieved though the development of a individual case plan and program support

	Key Challenges
	The ability to manage a range of tasks including those which fall outside of case management in order to provide the support required for clients within the service.

	Key Result Areas
	· Client Support
· Program Support

· Administration 


A. ORGANISATION CHART (What are the key reporting relationships for the role?)
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B. JOB REQUIREMENTS (What are the key activities for the role?)
	Key Result Area 1
	Client Support

	Key Tasks:
	Job holder is successful when:

	· Respond to referrals of clients to the service from internal and external support services 
· Undertake initial registrations for clients, including all necessary paperwork and application forms.
· Work with clients to create individualized support plans including referral to supplementary services as needed.
· Provide ongoing suport with clients and review progression against case plans 
· Assist clients in the process of transition out of the service into services. 
	· All referrals are responded to and appropriate clients are selected for the program
· Thorough registrations are conducted and all required paperwork is completed and put on file

· Clients are thoroughly inducted into the service and are fully aware of their rights and responsibilities.

· Support plans are created for all clients in line with Mission Australia best practice

· Ongoing support is provided for client that meets individual needs and situation

· Clients are effectively transitioned out of the service where appropriate and offered ongoing support from main stream services.


	Key Result Area 2
	Program Support

	Key Tasks:
	Job holder is successful when:

	· Respond to region specific needs for clients
· Build supportive networks for clients
· Increase community awareness and capacity for clients to access

· Communication skills and positive behaviors are enhanced 

· Participation in community life is increased 

· Opportunities for decision making and choices are increased
	· Program is tailored to the area it is being delivered in
· Clients are more engaged in their local community
· Clients have a formal and informal support network

· Children have increased access to play based learning, therapies and development supports

· Clients have a say in how early childhood intervention is delivered


	Key Result Area 3
	Administration

	Key Tasks:
	Job holder is successful when:

	· Create and update individualized case management files for all clients in line with Mission Australia protocols.
· Ensure that all required internal and external client paperwork is completed and copies kept on file

· Complete a range of internal and external reports relating to clients and the program including risk assessments, statistics etc.

· Complete a range of other administrative duties for the efficient running of the service including statistics, reports, referral letters, goals plans etc.
	· Case management files are created in required standard and updated regularly.
· All paperwork is completed and correct and kept as required.

· All required reports are prepared correct and on time.

· All required administration tasks are completed accurately and in a timely manner.


C. PURPOSE AND VALUES REQUIREMENTS 

	Core Area of Responsibility
	Purpose and Values

	Key Tasks

	· Actively support Mission Australia’s purpose and values;
· Positively and constructively represent our organisation to external contacts at all opportunities;
· Behave in a way that contributes to a workplace that is free of discrimination, harassment and bullying behavior at all times;

· Operate in line with Mission Australia policies and practices (EG:  financial, HR, etc);
· To help ensure the health, safety and welfare of self and others working in the business;

· Follow reasonable directions given by the company in relation to Occupational Health and Safety.


D. RECRUITMENT INFORMATION (The essential knowledge, experience, skills and personal attributes required for the job)

	Competencies

	· Client Support
· Values Alignment

· Organizational awareness

	Experience and Qualifications

	· 2 year diploma in Social Welfare (or higher) or relevant industry experience
· Senior first aid certificate
· WWCC

· Drivers Licence


D. APPROVAL

	Manager’s Name:
	

	Approval date
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