SOUTHLAKE COMMUNITY SERVICES 

Southlake Youth Worker
APPLICATION KIT

Thank you for your interest in Southlake Youth Centre.  
Please find enclosed

· Southlake Community Services Organisational Statement 

· Information regarding selection and recruitment 

· Pre-employment Check – ‘authorisation and understanding’ form
· Position Description 

· Selection Criteria 

Please submit your application complete with:

1.  Your response to the Selection Criteria
2.  Your current Resume

3.  Authorization and Understanding Form

Ensure you address all of the Selection Criteria attached to the position description.  
Please keep it clear and concise, with only a half A4 page response to each selection criteria.  (Dot points are acceptable.)
The acceptance of late applications is left to the discretion of the Selection Panel.

Your Resume should include:

· Educational history 

· Professional, technical or vocational qualifications and pertinent work experience 

· Work history (showing last or present employment first), including name of employer, period of employment, contact phone number, position (s) held, and duties. 

· Your three work related Referees should include: 
1. Name 
2. Position 
3. Organization 
4. Relationship to the applicant and 
5. Contact phone, fax or email details 
Closing Date for job applications:

Fri 22nd Jan, 2010 
If you have any questions regarding your application, please call Chris Cootes or Samantha Gasse at Southlake Community Services on Telephone 4973 7000
Please return completed Authorization and Understanding Form, together with your Resume and response to the Selection Criteria by emailing to mmpc@morissetmpc.org
(Or by post to 143 Dora St, Morisset.  2264)                                  

Thank you for your Interest,

Chris Cootes
Executive Officer

Southlake Community Services

SOUTHLAKE COMMUNITY SERVICES



    Developing Community
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Organisational Statement

Southlake Community Services Inc is a not-for-profit, incorporated community organisation created in 1991 dedicated to providing a variety of much needed community welfare services to people of South Lake Macquarie.  This area includes the Morisset Business District from Wyee in the south to Wangi Wangi in the north and incorporates the communities of Cooranbong, Martinsville and Dora Creek to the west.

From humble volunteer beginnings, the organisation has progressed and developed into a dynamic, forward looking provider of valuable community services with an efficient, professional management and administration.  

Leading, partnering and working together with other community based organisations, Southlake Community Services encourages and shares some common principles and philosophies about their purpose and roles including:

· Affirmative Action towards disadvantaged people and groups,

· Community development and involvement, 

· Local participation and control

Current services provided by SCS Inc include:

· Operation and development of the Morisset Multi Purpose Centre

· Community Transport Bus Service

· Neighbourhood Centre and Community Development Project, 

· Happy Hippo Toy Library, 

· Horizons Disability Programme

· Before and After School Child Care Service, and Vacation Care Service (OOSH)
· Yunung Community Garden
· and the Southlake Youth Centre.

Each of these projects encompasses a number of highly successful and valuable programs and outcomes for our target and client groups in the south Lake Macquarie area.

Southlake Community Services Inc. is governed by a volunteer community Board of Directors which directs and oversees the activities of a professional and well trained operations staff headed by the Executive Officer and Community Project Coordinators, Assistants, staff and community volunteers.  

Much of the funding for its projects is derived from the Department of Community Services (DoCS) and Department of Aging, Disability & Home Care (DADHC).  The organisation also receives funding from a variety of sponsors, commercial and private benefactors as well as local, regional and state bodies and organisations whose objectives fit neatly with the aims and purpose of developing stronger communities. 

Key Activities and Outcomes
Southlake Community Services is home to eight different services, all with their own dedicated Co-ordinators and staff.  

Neighbourhood Centre Project provides a range of services including:
· Information & Referral – covering government, welfare, business, sport, recreation, medical, social etc.

· Activities, Programmes & Groups –  including computer courses, first aid, Tax Help, Coffee, Craft & Chat group and others as the needs arise.

· Promote and encourage participation in special community events eg seniors week, youth week
· Office Services – low cost office services to the community such as photocopying, faxing, laminating & computer and internet access. 

· Community Development – supports and encourages any local community projects / events as a way of further developing and promoting community networks and services in the area. 

· Advocacy – can assist people who are having difficultly with organisations or refer to a more appropriate association / organisation for assistance.
Happy Hippo Toy Library provides families with a variety of quality and educational toys for hire at a small cost to which they may otherwise have no access. The toys are suitable for children from birth to primary age.  The Library is self-funded and operated by volunteer Co-ordinator and assistants.

Horizons Disability Support Programme offers a range of activities for people with an intellectual disability and/or acquired brain injury living in the Southlake area. The service encourages independent and social activities including leisure and recreation, arts and crafts, living skills and community outings.

Multi-Purpose Centres Project manages the Morisset Multi-Purpose Centre letting out the usable space to community groups, business’ and the general public.  Usage spaces vary between large function rooms, small activity rooms and meeting rooms with the usage rates varying between Not-for-profit groups and For-profit groups.  The venue features diverse activities and facilities including office space, commercial kitchens, outdoor courtyards which are used for a myriad of community events.

Southlake Youth Centre (SYC) provides social and recreational activities, information, education, referral and advocacy for 12 – 18 year olds who live in the Southlakes area. Regular activities include a youth group, drop-in centre, school holiday outings, a young mum’s group, parenting classes and school based programmes at Morisset High School.  Special events also include skate competitions and pirate convention.

Southlake OOSH Service is a key part of a vibrant and growing community supporting families through the provision of professional affordable and accredited childcare services.  This service strives to engage children and their families in fun and educational activities out of school hours and provide much more than a child minding service.  Our objective is to have a positive influence on participating families.  
Community Bus Project

Southlake Community Services owns and operates two 20 seat buses which are available to project coordinators, community groups, user groups and the public for transport of clients to important community programs, events and services.  A host of beneficial community programs rely on our service to transport clients to and from services including the disabled, young children and mums, and elderly users.  Community groups such as churches, youth groups and sporting clubs use the bus at low subsidised rates.

Yunung Community Garden

Yunung Community Garden Project is a project that aims to connect community groups and individuals within our community around the activity of gardening.

SOUTHLAKE COMMUNITY SERVICES
Selection and Recruitment Process

Southlake Community Services Inc is committed to employment processes that are fair and equitable.  The principles used for the Selection and Recruitment of employees are:

Validity:  All questions will be designed to test the person’s job related abilities and the performance outcomes required of the job.  Interview questions and work sample tests will be based on the selection criteria and will accurately measure what they set out to measure.

Fairness:  The creations of conditions in which all applicants have an equally fair chance to demonstrate their merit for the position.  Applicants are therefore selected and treated on the basis of their individual talents and skills, not personal characteristics that are irrelevant to their ability to undertake the job.

Impartiality:  The establishment of processes which ensure that applicants are awarded a fair and unbiased selection and recruitment process.

The selection and recruitment process will be undertaken within the legal boundaries set down in the following Acts and Award:

· Anti-discrimination Act 1977 (NSW) – as amended

· Racial Discrimination Act 1975 (Commonwealth) – as amended

· Sex Discrimination Act 1984 (Commonwealth) – as amended

· Human Rights and Equal Opportunity Commission Act 1986 (Commonwealth) – as amended
· Disability Discrimination Act 1992 (Commonwealth) 
· Age Discrimination Act 2004 (Commonwealth)
Documentation of the Process

All documentation is to be stored and handled in a confidential manner and will not be distributed outside of the organization.

Position Descriptions

The position description provides you with the information you need to decide if you should apply for the position.  Before the vacancy is advertised, the requirements of the job position are analysed and a list of its duties and the selection criteria are developed or reviewed.

We ask that you read the position description carefully as it provides the following information:

· Purpose and major duties of the position

· Primary delegations, accountabilities and responsibilities and;

· Selection Criteria

The name and number of a contact person is to be included with the position description.  If you need further information about the position or have any questions about the selection process you can contact that person.

The Selection Process

A selection panel is formed wherever a vacancy exists in the organization for a permanent job position.  This panel will consist of the appropriate persons depending on the level of the vacant position.
The Selection Panel will develop a short listing process based on the Selection Criteria.

The purpose of short listing is to determine which applicants, based on their written application, possess the strongest claims to the position and will be selected for further consideration.

The Selection Panel will meet to discuss their individual assessments of the applications and make the decision to interview based on merit.  The minimum number of applicants to be interviewed will be two. 
Interviewing Applicants

Short listed applicants will be invited to attend an interview.  This is an opportunity for the Selection Panel to gain more information from the applicant regarding their skills and abilities.  The Selection Panel will create an environment that assists the candidate to feel as comfortable as possible and enable the best flow of information to occur.  Specific questions relating to the Selection Criteria will be asked of each candidate.
Verifying Information

You will need to supply the names and contact numbers of three (3) referees with your application.  If you are among the top candidates for appointment, the Selection Panel may ring your referees to collect further information.  Other relevant and appropriate people as outlined in the pre-employment check may be contacted also.

Pre-employment Checks

These are required to confirm the candidate’s suitability for the position.   SCS Inc has a duty of care to its clients, and is accountable to the community for the use of public funds in the organization.  The purpose of pre-employment checks is to verify identify and credentials, and to determine the candidate’s suitability for the duties of the position.

All applicants short listed for an interview will be required to sign and return an Authorisation and Understanding statement which authorises SCS Inc to contact past employers, supervisors and others who have knowledge of your qualifications, work history, skills, interpersonal relationships with co-workers and clients, character, honesty and ethics.  The attached form authorises those contacted to answer all questions.

A “Working With Children” check will be required as part of recruitment process.

Probationary Period

The probationary employment provisions under Clause 9 of the SACS Award shall apply.  All employees, other than casual employees are subject to a probationary period of no more than three (3) months duration, which shall be specified in the contract of employment.  A worker shall be deemed to be a permanent employee upon the successful completion of a probationary period. 

SOUTHLAKE COMMUNITY SERVICES INC
Recruitment
Authorization and Understanding 

I understand that Southlake Community Services may investigate my work history and verify all information given on this application, and I authorize Southlake Community Services Inc to do the same.  These enquiries may include information as to my character, general reputation and personal characteristics.  I consent to the conduct of these enquiries and to the consideration of any statements or references by former employers that are given in response to the enquiries.

I authorize all individuals and employers named, except as specifically limited on this application to provide information requested about me, and I release them and Southlake Community Services Inc from liability and damages in providing this information.

I understand and acknowledge that any misrepresentation, omission or incorrect statement of fact can result in rejection of my application or, if hired, immediate termination of employment.

Name:…………………………………………………….

Signature…………………………………………………

Date:…………………………………………………….

SOUTHLAKE COMMUNITY SERVICES INC

Position Description 

Position Title: 
Southlake Youth Centre Youth Worker

Location:                    Morisset, NSW
Responsible to:          Executive Officer, Southlake Community Services
Award:                        Social and Community Services Award

Level:                         SACS Grade 2
Hours of Duty:           18 hours per week

Status:                        Part Time
3 month probationary period applies

Summary of the Job Position

Casual Youth Worker – Southlake Youth Centre

This is a temporary and part-time position of 18 hours per week (Tues, Wed, Thurs – 12pm to 6pm) which will continue to at least July 2010.  After this period, budgetary considerations will determine the duration of the position.

The role consists of 2 parts:

1.  Tues & Thurs – assist with the development and execution of programs at the Southlake Youth Centre which operates from Bonnells Bay Youth and Community Centre.

2.  Wed  -  assist Southlake Neighbourhood Centre develop and implement programs addressing family needs in the south Lake Macquarie area. 

You will work closely with the Youth and Neighbourhood Centre coordinators and their staffs.  Your skills and experience in working with youth programs will be paramount.  The position will focus on delivering innovative services to families and youth in the local area.  
Relationships and Accountabilities
The role reports to and is supervised by the Coordinator, Southlake Youth Centre.

The role involves development of programs that build a positive youth culture of belonging and acceptance within the Southlake’s community at the Southlake Youth Drop-in Centre at Bonnells Bay and Southlake Neighbourhood Centre at Morisset Multi Purpose Centre.

The role is accountable for positive project outcomes.
The role is accountable for administrative accountability, including Workplace Health and Safety and other regulatory compliance.

KEY RESPONSIBILITIES
Key Performance Areas:

1. Development and facilitation of programs that build a positive youth culture of belonging and acceptance within the Southlake’s community at the Southlake Youth Drop-in Centre at Bonnells Bay and Southlake Neighbourhood Centre at Morisset Multi Purpose Centre.

2. Identification and development of community resources to be used by clients in achieving project outcomes, including advocacy and referral as necessary.

3. Design, development, facilitation and implementation of programs that build a positive family culture within the Southlake’s community.

4. Work with community members and organisations to build relationships and understanding between our youth and community, and encourage networks and partnerships with a variety of organisations.

5. Mentor, support and work with individual young community members to overcome issues and challenges and assist all youth achieve their potential.

6. Complete all reports and administrative requirements of the position as directed by the coordinator.

7. Assist and support other Southlake Community Service Projects where necessary.

Duties and Responsibilities:

Duties of the position include but are not limited to the following:

· Day to day administrative tasks
· Developing and implementing programs and activities to respond to identified needs and issues

· Convene and supervise appropriate community or interest groups that further the aims and objectives of the Youth Centre.

· Identify possible sources of funding for the activities of the Youth Centre and Neighbourhood Centre and assist with submissions or tenders approved by SCS.

· Assist SCS in meeting the accountability requirements of all funding bodies.

· Contribute to planning and evaluation of the Youth Centre projects
· Conduct outreach activities to encourage a range of people from the wider community to participate in the operations of SCS and the neighbourhood centre.
The following list contains standard expectations of ALL employees of Southlake Community Services regardless of position or project.

	a.  standard: WP – leave 2-3 blank lines on every section
	c.  quality related

	· 
	Maintain courteous, respectful and harmonious relationships with all members of Southlake Community Services Inc staff, and be aware of company conflict resolution policy and procedures.
	

	· 
	Conduct honest, professional, reliable and friendly dealings with all clients and prospective clients of Southlake Community Services Inc
	

	· 
	Maintain appropriate standards of behaviour at all times when representing Southlake Community Services Inc
	

	· 
	Follow all procedures relating to your position, and maintain and review them in the company Policy and Procedures Manual
	

	· 
	Be aware and follow all OH&S policy and procedures relating to your position
	

	· 
	Be aware and follow all security procedures relating to your position
	

	· 
	Contribute to planning and improving of workplace operations
	

	· 
	Attend and contribute to all relevant meetings and complete any reasonable activities assigned you at such meetings in a timely manner.
	

	· 
	Participate in, or conduct, any inductions, orientations or training applicable to your position.
	

	· 
	Attend and contribute to bi-annual job appraisal meetings
	

	· 
	Provide feedback on all aspects of your job, including comments from clients and colleagues
	

	· 
	Maintain a clean workplace environment, including your own work area and common areas.
	

	· 
	Be aware and report on activities of competitors and community needs
	

	· 
	Be fully aware and apply all aspects of your job description
	

	· 
	Perform any reasonable non-core activities as requested by supervisors or colleagues
	

	· 
	Look after and respect company tools and equipment according to company policy 
	

	· 
	
	

	· 
	
	

	· 
	
	

	· 
	
	


Southlake 
SELECTION CRITERIA

Qualifications:

Tertiary Qualifications in Youth /Community Development – diploma level or equivalent

SC1 

Demonstrated experience in planning, providing support and evaluating a project/program that has that has youth and community development components.  Demonstrated capacity to ensure work is completed within the timeframes of the project.

SC2 
Demonstrated experience and competency in providing information, referral, advocacy, life skills and mentoring would be advantageous.  Effective time management skills and an ability to work unsupervised.
SC3 
Demonstrated experience in building relationships and networking of projects, with community, government service systems, and human service agencies. 

SC4 
An ability to relate well to all types of people in a non-judgemental way should be demonstrated.
SC5
Eligibility to work with a diverse range of community individuals and groups including families and children (working with children); 
SC6
A current ‘C’ Class Manual Drivers Licence; access to your own vehicle for use within the role.
Youth Worker (Temporary / Part-time)

We are looking for an experienced, innovative & dynamic person to assist and develop programs/activities at the Southlake Youth Centre & provide mentoring and leadership for young people in the south Lake Macquarie area.  

We need you to be a highly motivated, energetic professional with experience and qualifications in youth work and youth programs. 

You should possess highly developed interpersonal, problem solving & communication skills with the ability to evolve programs working with & supporting young people. 

You will have a tertiary qualification (Diploma) in Youth work and have a sound knowledge of the Youth Services sector.  Some background in the community development sector would also be advantageous.

This is a temporary and part-time position of 18 hours per week (Tues, Wed, Thurs – 12pm to 6pm) which will continue to at least July 2010.  After this period, budgetary considerations will determine the duration of the position.

Full Job Description available from

www.morissetmpc.org

ph 02 4973 7000, or email mmpc@morissetmpc.org

Applications close 5pm Friday 22nd of January 2010
For further Information contact Chris Cootes on 02 4973 7000

Casual Youth Worker – Southlake Youth Centre

This is a temporary and part-time position of 18 hours per week (Tues, Wed, Thurs – 12pm to 6pm) which will continue to at least July 2010.  After this period, budgetary considerations will determine the duration of the position.

The role consists of 2 parts:

1.  Tues & Thurs – assist with the development and execution of programs at the Southlake Youth Centre which operates from Bonnells Bay Youth and Community Centre.

2.  Wed  -  assist Southlake Neighbourhood Centre develop and implement programs addressing family needs in the south Lake Macquarie area. 

You will work closely with the Youth and Neighbourhood Centre coordinators and their staffs.  Your skills and experience in working with youth programs will be paramount.

The position will focus on delivering innovative services to families and youth in the local area.  In general the position will involve the following key performance areas:

8. Development and facilitation of programs that build a positive youth culture of belonging and acceptance within the Southlake’s community at the Southlake Youth Drop-in Centre at Bonnells Bay and Southlake Neighbourhood Centre at Morisset Multi Purpose Centre.

9. Identification and development of community resources to be used by clients in achieving project outcomes, including advocacy and referral as necessary.

10. Design, development, facilitation and implementation of programs that build a positive youth culture of belonging and acceptance within the Southlake’s community.

11. Work with community members and organisations to build relationships and understanding between our youth and community, and encourage networks and partnerships with a variety of organisations.

12. Mentor, support and work with individual young community members to overcome issues and challenges and assist all youth achieve their potential.

13. Complete all reports and administrative requirements of the position as directed by the coordinator.

14. Assist and support other Southlake Community Service Projects where necessary.
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