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	Job Title:


	Children Services Employee Level 4

	Responsible To:


	Centre Director

	Responsible For:
	The development and implementation of educational play based programs, including direct responsibility for a group of children.

	Founding Purpose


	“This is how we know what love is: Jesus Christ laid down His life for us. 

So, we also ought to lay down our lives for others.” (1 John 3:16)

Inspired by Jesus Christ, Mission Australia exists to meet human need and to spread the knowledge of the love of God.

	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 work as part of a team to provide quality early education and care for children, providing holistic care for children and their families.

	Key Challenges

	The ability to remain vigilant in ensuring that the care of all children is maintained and that the centre is always compliant with internal and external health, safety and welfare requirements.

	Key Result Areas
	· Child Support
· Family Support

· Program Support

· Team Support

· Child Protection 


A. ORGANISATION CHART (What are the key reporting relationships for the role?)



B. JOB REQUIREMENTS (What are the key activities for the role?)
	Key Result Area 1
	Child Support

	Key Tasks:
	Job holder is successful when:

	· Coordinate and work as part of the childcare team to supervise and support all children whilst undertaking activities, in breaks and whenever on the premises.  

· Actively interact with children at the service and develop strong relationships ensuring that a warm and positive approach is taken to their development, and that their individual needs are accommodated and respected at all times.

· Actively engage with children whilst in their learning centres/play in order to promote learning, role model, stimulation and ensure spontaneous response. 
· Monitor the ongoing needs of children at the service and respond to these as appropriate, including the provision of spontaneous activities and response to distressed, injured or unwell children. 

· Develop and implement Individual Education Plans for children in the service, in consultation with all room staff.
· Record observations of children in order to build a profile for information towards the programming of provisions and portfolio’s/journals. 

· Maintain direct responsibility for a single group of children and ensure their appropriate educational activities and constant supervision throughout the day. 

· Create exit reports or developmental assessments for presentation to families or schools along with the child’s individual portfolio/journal

· Actively participate in the maintenance of site security including ensuring that children are within centre boundaries at all times, and only leave the centre with designated/authorised persons.
	· Children are well supervised and children are safe at the site. No room is left unsupervised at any time.

· Positive interactions are observed with all children and opportunities are sought and created to provide the best learning possible. 

· Engaging learning environments are created for children, and individualized and spontaneous responses are made to children learning needs. 
· Appropriate response is given to all children at all times, including appropriate activities to suit their needs and medical attention promptly where necessary.

· Individual Education plans are implemented with resulting positive outcomes for children observed. 

· Children’s records are up to date at all times and comply with internal and external regulations.

· Appropriate activities are planned for the group and supervision is maintained at all times. 

· Thorough and accurate exit assessments are prepared for children. 

· Site security is maintained and exit procedures are followed in all cases.  


	Key Result Area 2
	Family Support 

	Key Tasks:
	Job holder is successful when:

	· Develop strong relationships with parents to ensure effective ongoing communication, response to changing needs and circumstances of children, the participation of parents in the program, and the provision of support materials etc. 

· Undertake Accidental Counseling of families using the service to address and respond to presenting issues. 
· Document interactions with families.

· Host a range of functions for families in order to engage them in the service and assist them in building support networks. 

· Host parent teacher interviews in order to provide feedback on the child’s development or issues. 
	· Strong relationships are build with parents and positive interactions are observed at all times with positive feedback is received. 

· Families are supported in times of crises or with ongoing challenges and issues. 
· All family interactions are documented and appropriate as required. 

· Functions are attended and engagement with families assists in the development of networks. 

· Parents are provided with constructive feedback on their child’s development. 


	Key Result Area 3
	Program Support

	Key Tasks:
	Job holder is successful when:

	· Develop and implement a play based learning and education program for children based around the Emergent Curriculum in consultation with all room staff.

· Contribute to the preparation of environments, materials and other resources for use by the children, and subsequently assist in the clean-up of resources and reordering of the facility. 

· Undertake tasks to support the program and management including creation of program manuals and curriculums, individual observations to support portfolio’s/journals, reports, records, promotional activities and events and children’s transition documents and general development of service processes and procedures.  

· Support the program in the effective promotion and representation to the local community and other relevant forums such as external case conferences, network meetings and schools. 
· Ensure that Mission Australia Early Learning Services policies and procedures are adhered to at all times.
· Be aware of and ensure compliance with, all external regulation, legislation and policy relevant to the program.

· Remain up to date with current Early Childhood practices
	· All activities are well planned and authorized prior to use and contribute to the development needs of all students. 

· Willing assistance is provided to allow activities to be well prepared and the facility to be safe and tidy at all times. 

· The Director is supported in the effective functioning of the service, and all provided information and materials are timely and up to date.

· External representation in undertaken as required, and children and families are supported in transition out of the service. 
· MA policy and procedure are adhered to at all times.

· Appropriate knowledge is maintained of external regulation, legislation and policy and the site adheres to these at all times.

· Recommendations are made for the development of the service based on contemporary Early Childhood practices. 


	Key Result Area 4
	Team Support 

	Key Tasks:
	Job holder is successful when:

	· Develop strong working relationships with colleagues to allow the effective running of the service and the development of a friendly, caring and safe environment for staff and children.
· Actively participate in daily meetings with staff and whole centre staff meetings in order to communicate child/family information and schedule staff activities. 

· Communicate with other team members and management to ensure the effective communication of information such as special needs of children, directions from parents, challenging issues or situations or risks.
	· A positive work environment is created, and all staff work together to ensure effective running of the program.
· Active participation is made to meetings and equitable scheduling of staff is achieved.

· All staff are aware of child information at all times, and management is made aware of problems or issues when they occur.


	Key Result Area 5
	Child Protection  

	Key Tasks:
	Job holder is successful when:

	· Identify and respond to any child at risk of harm and notify as mandated in line with the Child protection Act. 
· Communicate any child protection issues or concern with the manager or team in order to ensure consistency in approach.

· Document issues/concerns and any relevant communication.
	· Any child protection risks or issues are reported.
· Child protection issues are communicated with others in the team if appropriate. 

· Any issues or concerns are fully documented.


C. PURPOSE AND VALUES REQUIREMENTS 

	Core Area of Responsibility
	Purpose and Values

	Key Tasks

	· Actively support Mission Australia’s purpose and values;

· Actively support Mission Australia’s Early Learning Services Mission Statement, Philosophy and Service Goals.

· 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 Early Learning Services policies and procedures.

· To help ensure the health, safety and welfare of self and others working in the centre.

· Follow reasonable directions given by the organisation in relation to Occupational Health and Safety.
· Promote and work within Mission Australia's client service delivery principles, ethics, policies and practice standards
· Actively support Mission Australia’s Reconciliation Action Plan


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

	Competencies 

	· Personal effectiveness

· Team building 

· Relationship Management 

· Client focus

· Organisational awareness

· Results orientation

· Values alignment

	Experience and Qualifications

	· Diploma Children Services
· Current First Aid Certificate

· Minimum 1 year experience in a similar role in a long day care centre.


D. APPROVAL
	Employee Name:
	

	Acceptance date
	


Centre Director





Children Services Employee Level 4A
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