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Position Description

SECTION 1 – POSITION IDENTIFICATION

	Title: 
	Tier 1: Youth Intervention (Administration) Officer (Olabud Doogethu) Fixed Term (based on continuation of State and Federal Funding) 


	Department:
	Olabud Doogethu

	Responsible to:
	Arron Little

	Position:
	Director Olabud Doogethu Services

	Classification:
	Local Government Industry Award 2020 (the Award)


SECTION 2 - POSITION FUNCTION
Olabud Doogethu aims to overcome social, cultural and economic disadvantage and the overrepresentation of young Indigenous citizens in the criminal justice system in Halls Creek. The program aims to achieve this by localising solutions and building community capacity, to the point where the program is able to be self-managed by local Aboriginal communities.  

This position is funded under the program as a key role designed to support at risk Indigenous youth and to provide programs to help empower Indigenous youth. We are looking for an Administration Assistant to join our Operational Services team in our Halls Creek office. This role will support the Director Olabud Doogethu Services and the team in providing administration and office services support to the justice reinvestment project.
Key Responsibilities 

Supporting the service programme staff and Director, key areas of support you will provide include however are not limited to:

· Administration support to team members as directed

· Reception services and support

· Set up, cleaning and resetting of meeting rooms after each use

· Organise outgoing couriers, and provide back up of processing outgoing mail

· Maintain office equipment

· Other team or office wide projects

SECTION 3 – LEVEL OF ACCOUNTABILITY
A Youth Intervention (Administration) Officer will generally be required to undertake straightforward tasks, work under routine direction against established priorities and procedures while exercising some autonomy. Employees at this level do not have supervisory or management responsibilities. 
Generally, the work of a Youth Intervention (Administration) Officer is characterised by one or more of the following:
· Have responsibility for the completion of allocated tasks within required timeframes and compliance with set procedures;
· Roles may be required to undertake routine procedural and operational tasks;
· Provide procedural advice and respond to straight-forward requests for information to stakeholders;
· Participate in the development of work area goals and objectives;
· Identify and manage risks that affect day-to-day tasks. 
SECTION 4 – DECISION MAKING

Generally, the decision making authority of a Youth Intervention (Administration) Officer is characterised by one or more of the following:
· Work under close direction with specific guidance, instructions and regular checking of work and work priorities;
· Work is subject to comprehensive procedural, supervisory and other controls;
· Make decisions that are based on defined outcomes, priorities and performance standards, that have a minor impact on own work area;
· Resolve minor problems and provide procedural assistance to stakeholders.

SECTION 5 – COMMUNITY CONTEXT 
Provide cultural advice and support 

· Be a trusted face offering support to program participants, internal team members; 

· Provide advice, assistance and support for staff undertaking the functions of the Shire that impact on Aboriginal and Torres Strait Islander people; 

· Recommend improvements to facilitate greater local community engagement with Shire led programs; 

· Provide and seek input into Cultural Awareness information sessions to internal and external stakeholders as required. 

Act as a Human Rights champion 

· Developing a good level awareness of local resources so as to direct people in need to these services, particularly education, training and culture and skill development opportunities;

· Raise awareness of youth issues, services and activities within the community;  

· Represent the Olabud Doogethu program in a positive way such that members of the community are encouraged to seek assistance as required. 

Promote Community Safety 

· Lead by example in working with remote communities within the Shire of Halls creek with the aim of building their capacity to promote safety, healing and well-being of Aboriginal people affected by family violence and drug & alcohol abuse; 

· Ensure young people have access to information on a range of issues, e.g., health (mental, sexual, drug and alcohol etc.), education, employment, accommodation, crisis services, domestic violence etc. Facilitate linkages and referrals to result in youth engagement, improved service delivery and gaps/overlap reduction; 

· Strive for community members and visitors to see an impact of the program and have a more positive view of their young people.

Other Duties 
· Provide information back to the Management team as required for reporting purposes, outlining activities and achievements; 

· Comply with Occupational Health and Safety legislation and adhere to Shire HSE Policies including safe work practices, risk assessments, incident reports, hazard registers etc; 
· Work as an effective team member and undertake other duties as required to support the successful work of the Community Navigation team;  

· Anything else as directed by the Management team.
 SECTION 6 - SELECTION CRITERIA 
Skills
· Proficient in the use of Microsoft Office Suite

· Sound organisational skills and the ability to multitask

· Initiative and pride in your work, particularly sound spelling and grammar

· Ability to work under pressure and to meet deadlines

· A positive and flexible approach to work, including outlook on change, learning new skills and a willingness to share knowledge and look for solutions

· Good verbal communication skills to be able to communicate effectively and sensitively; 

· Good listening skills and the ability to show empathy; 

· Approachability; 

· Good relationship building skills; 

· Problem solving ability; 

· Ability to work autonomously where required. 
Knowledge
· An awareness and appreciation of Aboriginal societies and cultures and an understanding of the issues affecting Aboriginal people, particularly youth, in contemporary Australia and the diversity of circumstances of Aboriginal people; 
· Good understanding of Lore and culture; 
· Local knowledge of the Kimberley area, specifically Kija and Jaru language groups.
Experience
· Nil formal required
Qualifications and/or Training
· Nil formal required
	Shire Policy Requirements


	Police Clearance 

It is a requirement for all employees of the Shire of Halls Creek to provide a National Police Clearance (at interview or within 3 months of appointment) and maintain a clear record as it pertains to the requirements of the role, duties and obligations of the position.

Working with Children Clearance

It is a requirement to have a current WWC clearance (at interview or within 3 months of appointment) and maintain a clear record as it pertains to the requirements of the role, duties and obligations of the position. 

Medical 

It is a requirement for all employees of the Shire of Halls Creek to undertake a medical with necessary testing suitable for the role, duties and obligations of the position, (within 3 months of appointment) which will include a drug test. 




	Location
	Shire of Halls Creek, HALLS CREEK, WA 6770. 



	Organisational Relationships
	Responsible to:     Director Youth & Community Development
Internal and 
External Liaison:


All Council Staff


General Public, 


Local Services


Contractors and Suppliers on occasions.




	Employment Terms
	A Probationary period of 3 months will apply to this position in accordance with Shire policy.




SECTION 7 - APPOINTMENT FACTORS

SECTION 8 - CERTIFICATION

The details contained in this document are an accurate statement of the purpose, duties and role specifications and other requirements of the position.

	Director
	    
	Date


Director
I have read and understood the requirements of the position as detailed in this document.

	Employee
	
	Date Appointed
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