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CANTERBURY EARLWOOD CARING ASSOCIATION LIMITED
 
                                               
15 Clarke Street, Earlwood. N.S.W. 2206.
Telephone: 9559 4013

P.O. Box 192, Earlwood N.S.W. 2206.
Facsimile: 9558 5093 

Office Hours 10.00am - 4.00pm 

Email: manager@cecal.org.au 
 ABN 72 327 657 719

POSITION:



Men’s Group Facilitator 
REPORTS TO:
Manager, Canterbury Earlwood Caring Association Limited (CECAL)

SALARY:

SCHADS Award Grade 5 
HOURS of Duty:
8 to 10 hrs per month + an additional 4 hours for evaluation 
ORDINARY HOURS of DUTY:
The hours are to be confirmed once the group is established. 
The group will be held on two occasions per month ie: fortnightly. 
2nd and 4th Monday of the month 10am-12 midday. 

The planning and evaluation dates will be agreed with Manager. 
POSITION CONTEXT:
Canterbury Earlwood Caring Association Limited (hereafter referred to as CECAL) is a not-for-profit organisation providing community development, information, support and group programs for older people, children, families and young people in the Canterbury and Earlwood communities. 

CECAL is managed by an elected Board of Directors. 

There are 10 permanent part time staff, 4 casual workers and over 40 regular volunteers. This position is the Men’s Group facilitator is a component of the Seniors Social Support program. 

This position is funded by a grant from City of Canterbury Bankstown. The position a casual contract initially for the period of 10 months and may be extended subject to further funding being secured and the position is extended in writing.
Closing Date: 23rd September 2019.
The Interview date is set for Monday 30th October.

To be considered for the position applicants are requested to send their curriculum vitae and statement of claim / letter that addresses each essential and desirable criteria. Applications can be sent by email to manager@cecal.org,au subject-line: Men's Group Coordinator Job Application or by post marked ‘confidential’ to: Jacquie Cheetham, Manager, Canterbury Earlwood Caring Association Ltd, 15 Clarke Street Earlwood, NSW, 2206

CECAL is not in a position to sponsor any candidates. Only candidates with a valid working visa need apply.

PURPOSE AND FUNCTION:
The objective of the position is to provide a fortnightly group for men. The groups provide opportunities for men to be actively and positively engaged through a range of programs and activities with their peers and engage with members of their community. 

The programs are also an avenue to introduce men and their families to the Community Centre and the range of support and programs, information and referrals available.

Most men will be from Canterbury and surrounding suburbs - in particular Earlwood, Canterbury, Hurlstone Park, Bardwell Park, Undercliffe and Clemton Park. 

The program is aimed at men who are socially isolated and who wish to connect with their community. 
The role includes:

· promotion
· planning and programming
· monitoring, reporting and evaluation
· writing up the evaluation
Once the group is established the programming will involve the groups participants and focused on the interests and needs of participants. Men may be experiencing physical or mental health issues. However, this group is not aimed at providing clinical services. Groups may include social and recreational programs either at the premises 15 Clarke Street or an outing. Additionally, service provision may include provision of information, skills building programs and / or referral. 
The Essential Criteria for this position are: 
1. Degree/Diploma in Community Services or equivalent

2. Minimum of 5 years demonstrated experience facilitation of groups 
3. Demonstrated experience in capacity building and the provision of community development programs;
4. Demonstrated knowledge of issues affecting men 
5. Sound knowledge of child protection issues and current relevant legislation.

6. Knowledge of  the Canterbury LGA – in particular services for men; 
7. Experience in program planning and evaluation, information and referral 
8. Cultural competency;
9. Highly developed communication skills both written and verbal;   
10. Ability to prioritise competing demands, delegate and complete the tasks within agreed timeframes; 
11. Knowledge and understanding of EEO, OH&S, Access & Equity and ethical practice;
12. Computer and IT literacy.
Desirable: 

1. Language other than English. 

2. Drivers license and own car

MAIN DUTIES AND RESPONSIBILITIES:

The Men’s Group Coordinator will undertake the following duties:

General Responsibilities:

1. Work within CECAL’s philosophy and objectives.

2. Co-facilitate, plan and evaluate the fortnightly Men’s Group.

3. Work in collaboration with the Community Development Worker and Social Support Group coordinator 

4. Supervise any volunteers / students working on the program.
5. Provide a simple monthly written report to the Manager about the group, for the Manager to provide a report to the Board of Directors.

6. Complete a group facilitators daily monitoring report after each group (with volunteers/students assistant). 

7. Plan and undertake an evaluation of the program, with the support of Manager and/or other staff. 
8. Undertake any other activities as required by the Manager or Board of Directors in line with this position description. 
Men’s Group Coordinator 
10 hours per month to run a fortnightly group.
Specific Duties include:

1. Plan and promote the group:

a. Plan an appropriate program for the men for each school term based on interests and needs expressed by group members. 
b. Develop a work plan for duties to be undertaken prior to each group and division of roles to be specified.
c. Develop promotional materials 
d. Proactively promote the group to increase membership
e. Review policies and procedures and inform management of any changes required 

2. Implement the group program:

a. Facilitate the fortnightly men’s group.

b. Ensure that men are aware of the philosophy and goals of the service 

c. Follow best practice principals of group work 

d. Ensure that CECAL policies and procedures are followed

e. Ensure group materials are prepared for the group
f. Provision of referrals as appropriate

g. Monitor the group dynamics and ensure all members are participating as fully as possible

3. Evaluate the program:

a. Complete the group facilitators evaluation sheet (with any co-facilitators) after each group.

b. Undertake a bi-annual evaluation of the fortnightly Men’s Group with the Manager.

Organizational Management and Team Work

1. Attend induction and planning / evaluation meeting with Manager 
2. Where required attend any supervision, team meetings and training as required by the Manager/BOD 

3. Provide input to monthly reports for the Manager and Board of Directors regarding the Men’s group and ensure any relevant issues that require management attention are raised.
4. Assist with other administrative functions including ensuring any money is receipted by staff / reception volunteers at end of each group.
PHYSICAL DEMANDS & WORK ENVIRONMENT 

This position may require some time spent setting and packing-up tables and chairs for groups. The position may also require use of the computer, please inform the management if any reasonable modifications are needed for you to safely carry out your duties, including any assistance to accommodate a disability or other relevant attribute under equal opportunity law.  

Division of Duties:

The division will vary according to needs of the Centre, its functions and programs, but an estimated division of work is as follows:


95% Delivery of Men’s group: 
· 10 hours per month. To run two groups per month of minimum 2 hours each group 
· The other hours include planning, promotions, set up; pack up and review/evaluation
5% - End of term evaluation – an additional 4 hours at the end of the program




CONDITIONS OF EMPLOYMENT:

Terms and conditions of employment will be based on the SCHADS award. 

Prepared by:

Jacquie Cheetham, Manager, CECAL

Approved by: 

Janice Hall, Secretary, CECAL Board of Directors

Date: 


August, 2019
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