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	Job Title:


	Child Development Officer

	Responsible To:


	Service Manager

	Responsible For:
	Providing support to Family Day Care carers in the provision of a high quality, home based, child care service.
 

	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 support and monitor the health, safety and learning environments of registered carers within the service. This will involve guiding and supporting carers to adhere to regulatory and administrative requirements and assisting carers and families to achieve positive outcomes for the children in care. 

	Key Challenges
	The ability to manage a range of tasks in order to provide the support required for clients within the service. The ability to meet a wide range of individual and cultural needs of clients within the service.

	Key Result Areas
	· Client Support
· Administration
· Program Support




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
	Client Support

	Key Tasks:
	Job holder is successful when:

	· Conduct regular home visits to registered carers according to a home visit schedule, and assist other Child Development Officers when required
· Respond to child care enquiries from families, and follow service procedures for placement of children in care

· Conduct enrolment interviews with families, completing all necessary paperwork and follow up

· Assist with the recruitment and selection of prospective carers, including conducting a new carer training program if required,  and provision of ongoing professional development opportunities to educators
· Organise emergency care for children as required
· Assist in the maintenance of Toy Library and deliver appropriate resources (i.e. developmental resources) to carers and maintain records of these resources.  
· Consult, support and guide carers in meeting safety requirements in their homes  
	· Home visit schedule is completed with all home visits conducted with regularity
· Enquiries are responded to in a timely manner and appropriate placements are made

· Thorough enrolment interviews are conducted, all required paperwork is completed and put on file, and parents indicate satisfaction with enrolment procedures
· Prospective carers are recruited and elected, with a new carer training program completed and regular professional development opportunities provided

· Emergency care is organised as required

· Toy Library is maintained, appropriate resources provided for carers and records maintained 

· Home safety requirements are identified and discussed with carers, and support provided in meeting regulatory requirements 


	Key Result Area 2
	Program Support

	Key Tasks:
	Job holder is successful when:

	· Contribute to the effective functioning and development of the service through involvement in projects, and the development and review of scheme policies and procedures
· Actively participate in the review of the service to ensure that it meets the requirements of the National Regulation 2011 and the National Quality Standards, and Assessment and Rating system. 

· Contribute to the development of the service Continuous Improvement Plan, and to the strategies outlined in the plan
· Actively participate in the planning and supervision of scheme functions eg Open Days, end of year celebrations.

· Assist in the development and presentation of professional development opportunities for carers within the scheme


	· Active contribution is made to projects, and the development and review of scheme policies and procedures. Revised/new policies and procedures are documented and dated
· Active contribution is made to ensure the service is meeting National Regulations 2011 requirements. Service complies with legislative and other requirements
· Contribution is made to the Continuous Improvement Plan and to the strategies in the plan. Allocated tasks are completed at a satisfactory level 

· Active contribution is made towards scheme functions. Participants report satisfaction with events
· Assistance given in the development and presentation of professional development opportunities for carers


	Key Result Area 3
	Administration

	Key Tasks:
	Job holder is successful when:

	· Maintain individual client files in line with Mission Australia protocols
· Ensure that all required internal and external client paperwork is completed and copies kept on file

· Complete reports for families and external parties as required
· Complete a range of other administrative duties as required by the service including statistics, reports, goal plans, and office duties etc

· Transport Carers and children in Service Vehicles when required
	· Client files are maintained to the 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

· Carers and children transported to and from Play session according to Service guidelines




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);
· 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

	· Effective Interpersonal Skills
· Experience in early childhood program
· Understanding of Accreditation Principles for children’s services


	Experience and Qualifications

	· Early Childhood qualifications

· First Aid Certificate
· Current Drivers’ Licence and access to a comprehensively insured vehicle
· Satisfactory Working with Children Check


D. APPROVAL

	Manager’s Name:
	Nerryl Liston

	Approval date
	25.6.2013


Service Manager





Child Development Officer





Coordinator









St. Marys Penrith Family Day Care June, 2013

4

