POSITION DESCRIPTION
Title:
Project Officer – Training Compliance
Reports to:
Adult Education Coordinator

Organisation Profile:

Network of Community Activities is the peak body for OOSH (Out of School Hours) in NSW

Mission:
Network is membership organization of community-based services that provides activities, programs and support for children and families out of school hours.  Network believes in building and strengthening responsive and invlusive communities that are child and family friendly, while also committed to social justice, reconciliation and diversity.  Network advocates for the rights of children to play and creativity.  Network resources, informs, empoers and lobbies to ensure all levels of government, business and community sectors are responsive to the issues affecting school aged children and out of school hours.

POSITION DETAILS

Primary Responsibilities:
As part of Network’s Education program, this position would assist in the Adult Education Coordinator in meeting the RTO administration requirements.  This position will run for an initial 12 months with potential for a permanent position after that.
Award:
SACS Grade 4

$30.60 per hour (above award)

Hours:
7-14 hours per week


Hours will be negotiated depending on requirements

Duties:
· APL contract completion and compliance
· Monitoring existing Traineeship students and compliance

· Accessing and responding to SSP information and projects

· Track partial payments from candidates, ensuring they are up to date

· Assist with tasks associated with PSC contracts

· Assist in preparation for RTO audit

· ASQA/AQTF information which is also linked to audit compliance

· Gathering and entering software on SMART system which sends completion data to DEC

· Monitor online Student Management System

· Prepare enrolment packages for new candidates as they arrive

Grade Specifications:

In accordance with the grading of this position the employee should:
· Be responsible for overall administration / co-ordination of a project, including the supervision of one or more Grade 3 employee

· Be primarily involved in developing and implementing policies or programs at a senior level for specific aspects of social or community welfare services.

Also

For those in specialist fields:
· Co-ordinating projects

· Undertake a variety of tasks at a specialised and/or detailed nature

· Exercise specialised judgement within prescribed areas
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