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	POSITION DESCRIPTION

	Position Number: 
	

	Job Title:
	Instructor (with no Key Worker Responsibilities)
	Revision No.:
	2

	Team:
	Client Services 
	Approval Date:
	July 2019

	Position Reports To:
	Manager Day Services 
	
	

	Location:
	Coburg 
	EFT
	CAS



POSITION DESCRIPTION – Instructor with Key Worker Responsibilities 
[bookmark: _GoBack]Organisational Context	
Carinya Society is a community managed not for profit organisation providing adult training and support to advance the independence, dignity worth and human rights of people with disabilities.   

Position Scope
The Instructor (program instructor) at Carinya Society is responsible for providing development and implementation of services to a range of participants with disabilities within the day service.  The participants receive individualized funding from the state and federal government. The position is responsible for providing direct support to all participants and indirect support to their families and carers who receive a service from Carinya Society. 



Key Responsibilities & Duties
 Service Delivery Implementation 
· Under guidance from senior staff implement a broad range of program plans in line with individual and group goals (as identified in PCP’s).
· Encourage individuals to act independently and to set achievable goals for themselves.
· Provide personal care (toileting support) and meal assistance to individuals where required and as directed.
· Deliver services in a manner which is sensitive to the Culturally and Linguistically Diverse backgrounds of the individual.

· Liaise with other instructors regarding the progress of participants in your programs. 
· Conduct environmental assessments annually or as circumstances changes.
· Drive organisational buses and vehicles to assist individuals to access community and recreation facilities.
· Participate in rosters for additional assisting duties, bus and taxi duty where directed under limited supervision. 

Administration  
· In a timely manner record accurately and according to the principals of privacy and confidentiality any communication relating to the individuals supported by Carinya Society. 

· Complete Critical Incident Reports as per Disability Legislation, Funding Requirements and Carinya Policy and Procedure.

Communication   
· Develop and maintain professional relationships with parents, carers and other organisations through telephone, diary and general contact. 
· Ensure where possible communication to families and carers from Culturally and Linguistically Diverse backgrounds occurs via interpreters. 
· Professionally and actively participate as a team member in meetings and supervision.
· Represent Carinya Society in a professional manner when accessing the community. 
· Participate in staff and team meetings as required.

Organizational
· Operate in a manner consistent with Carinya Society’s vision and an ongoing commitment to mutual respect to all stakeholders.
· Deliver services to participants, families and carers in line with Carinya’s Quality Policy and Objectives.
· Work as part of a multi-disciplinary team and effectively contribute to the tem in meeting clearly defined goals in a professional manner.
· Adhere to all Carinya Society Policies and Procedures.
· Adhere to Carinya Society Code of Conduct.
· Promote Carinya’s brand and reputation within the wider sector and community.
· Demonstrate a commitment to agency wide quality improvement in all day to day activities including assisting Carinya Society to achieve its Accreditation requirements.
· Ensure compliance with privacy and confidentiality legislative requirements of all Carinya Society participant information and company data.
· Comply with the principles of equal employment opportunity to ensure a workplace free from harassment and unlawful discrimination.
· Ensure compliance with Carinya Society’s Occupational Health & Safety Policies and Procedures.
· To undertake continuing professional development.
· Other duties as directed.

Key Selection Criteria
	Essential


	1. Experience as detailed above under key responsibilities and duties.
2. Demonstrated capacity and experience in providing high quality service provision to all participants, families and carers. 
3. High level of interpersonal and written communication skills.
4. Good analytical and problem solving skills; whilst supporting quality outcomes for participants and families / carers.
5. Demonstrated ability to implement Behaviour Support Plans for Individuals with Behaviours of Concern. 
6. Computer skills including use of Microsoft Office applications. 
7. Experience with Carelink+ database system (preferred or willingness to learn).
8. Current level 2 workplace first aid, and current CPR.
9. Current driver’s license and willingness to obtain light rigid license driver’s certificate.
10. Clear Current Police Check (6 months) 
11. Clear Current International Police Check, if lived overseas for 12 months or more in the last 10 years. 
12. Consent  to be checked on Disability Worker Exclusion Scheme (DWES)
13. Clear Disability Worker Exclusion Check 
14. Working with Children Check – Employment Check. 

	
	


Core Competencies, Attributes and Capabilities
	Qualifications / Experience
	· Disability and / or community service qualifications preferred but not mandatory.  
· Demonstrated track record in growth in service delivery.
· Demonstrated experience in dealing effectively and diplomatically with participants and their carers and staff.
· Working knowledge of the National Disability Insurance Scheme, Disability Standards and Quality Framework. 
· High level capacity to work independently and as a member of a multidisciplinary team.
· Ability to facilitate the translation of an organisational vision into action. 
· A current Victorian driver’s license.

	Capabilities
	· Ability to act with clarity and sensitivity in relation to participant and family issues.
· Ability to respond to challenges with innovative approaches and solutions.
· An understanding of the principles involved in dealing with challenging behaviours. 
· Thorough understanding of word processing skills utilizing Microsoft Word, basic Excel, PowerPoint and database skills.
· Demonstrated ability to identify and resolve difficult problems within an interest based perspective and with the ability to remain calm under pressure.
· Excellent organisational, planning, and time management skills.

	Leadership / Interpersonal
	· Ability to liaise effectively with all internal and external stakeholders.
· Ability to negotiate and gain cooperation and support of others in a team environment.
· Ability to manage competing priorities whilst ensuring a quality experience for participants.
· Demonstrated ability to be innovative and to take initiative.
· Demonstrated use of appropriate ethical standards, practices and behaviors.
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