
 
Position Description 

Supported Playgroup Facilitator 
 

 

 

The City of Port Phillip celebrates a vibrant and diverse work environment and community, 

which includes people of Aboriginal and/or Torres Strait Islander background, people of 

diverse sexual orientation and gender, people from culturally and linguistically diverse 

backgrounds and people of varied age, health, disability, socio-economic status, faith and 

spirituality. Employees are able to develop both professionally and personally whilst 

planning and delivering a range of important services and programs to the community.  

POSITION TITLE: Supported Playgroup Facilitator 

AWARD CLASSIFICATION: Band 6 

DEPARTMENT: Family Youth and Children 

DIVISION: Community and Economic Development 

DATE APPROVED: 14 April 2020 

APPROVED BY Manager Family Youth and Children 

 
ORGANISATIONAL RELATIONSHIPS: 

REPORTS TO: Team Leader Family Support Services 

SUPERVISES: N/A 

INTERNAL LIAISONS: Council Employees and Managers, Executive Team and 
Councillors 

EXTERNAL LIAISONS: A range of local, regional and state organisations, including: 
local family, youth and children’s services, Orange Door, 
Integrated Family Services, Community Health services, 
Department of Health and Human Services, Disability Services 

POSITION OBJECTIVES 

 Effectively facilitate Supported Playgroups, including utilising the In-Home sessions 
model, and support developmentally appropriate play experiences and parent/child 
interactions within the smalltalk guidelines. 

 Develop relationships with key local stakeholders and referral sources to develop 
referral pathways for vulnerable families. 

 Support and advocate positive parenting and behaviour and guidance strategies. 

 Undertake transition planning with families to link them into relevant early years 
services, community playgroups and other community services.  
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KEY RESPONSIBILITY AND DUTIES 

Direct Service Delivery 

 Use a strength-based, customer focused approach to support families through the 
provision of supported playgroups and targeted in-home support to positively impact on 
children and parent's wellbeing. This includes connecting families with each other and 
their community as well as sustained attendance and engagement in relevant groups 
and programs including early years services, universal and Enhanced Maternal and 
Child Health services. 

 Provide high quality learning opportunities for children through the supported 
playgroups program which is consistent with the Victorian Early Years Learning 
Development Framework (VEYLDF November 2016) and aligns with the National 
Quality Framework (NQF). 

 Work collaboratively within the Family, Youth and Children's Services teams to support 
improved health and wellbeing outcomes for children and their families within the City of 
Port Phillip. 

 Maintain accurate records of playgroup sessions, interagency liaison, phone calls, 
meetings or other activities that relate to direct client contact and keep client files up to 
date. Assist in the collection of data and statistics relevant to the service. 

 Maintain appropriate inter-agency liaison relevant to clients and/or agency relationships 
including but not limited to Community Services, Child Protection, Mental Health, Drug 
and Alcohol Services, CALD and Aboriginal & Torres Strait Islander Service links. 

Service Planning and Development 

 This role serves an important function in communicating evolving needs of children and 
families and will contribute to the integrated service development of the FYC 
Department. This includes collecting and sharing advice, data as evidence and strong 
evaluation and reporting. 

 Work collaboratively with universal, secondary and tertiary services in line with CoPP 
Collaborative Practice Framework. Actively seek opportunities for partnership 
development, collaboration and expansion. 

Liaison and Advocacy 

 Establish and maintain strong relationships and networks with key stakeholders within 
the relevant sectors at a local, regional and state level as appropriate to operations, 
policy and contemporary practice context for CoPP’s services, including participation in 
Supported Playgroup Community of Practice 

 Proactively participate, lead and advise internal stakeholders on the needs, 
development, culture, and engagement of families and children to inform current and 
future priorities of Council 

 Safely work within “family friendly” times to ensure a clear understanding of the needs, 
trends and engagement of families and children 

 Attend all relevant team meetings, networks and forums as required by the Team 
Leader and the Department of Health and Human Services (DHHS)  

 Advocate and negotiate on behalf of clients as required 
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ACCOUNTABILITY AND EXTENT OF AUTHORITY  

 Develop and implement strategies to support regular attendance at Supported 
Playgroups that meet performance targets and specified guidelines. 

 While working closely with the Family Support team, this role has a high level of 
autonomy and requires initiative to achieve the key outcomes 

 This position will directly contribute to the delivery of Council’s CoPP Family, Youth and 
Children Strategy 2014-19 (to be updated) and Business Plan 2020. 

 Knowledge of the Children, Youth and Family Act 2005 and the Child Wellbeing and 
Safety Act 2005 

 Keep up to date with best practice standards and consistently grow professional 
knowledge and skills by attending practice coaching, training courses (compulsory as 
per DHHS funding requirements), seminars and by keeping up to date with latest 
industry reports and journals 

 Work in accordance with the Victorian Child Safe Standards, and advocate and support 
the leadership team to maintain a child safe organisation that has clear strategies in 
place to protect children and young people from harm.  

 Take reasonable steps to maintain the privacy and confidentiality of clients and adhere 
to the requirements of the Privacy and Freedom of Information Acts 

 

JUDGMENT AND DECISION MAKING 

 This role is responsible for delivering a high quality supported playgroup to families and 
children under the direction of the Family Support Services Team Leader and 
maintaining the confidentiality of all client records 

 This position has a community-based profile and will represent Council in regard to 
children and family services across a number of settings. It is therefore fundamental 
that the role balances the needs of these groups within the community context and that 
decisions and actions are based on this public representation. 

 Ability to work autonomously and to make decisions in line with the sensitivities of a 
range of abilities, different cultures, values and customs including the ability to work with 
interpreters 

 Respond appropriately to individual family circumstances 

 Ongoing review of risk assessment to worker, child and family at each interaction, 
keeping in mind that situations and relationships are dynamic and fluid 

 

SPECIALIST SKILLS AND KNOWLEDGE 

 Effectively facilitate supported playgroups including a timely and appropriate response 
to group dynamics and individual issues 

 Develop and implement strategies to support regular attendance at Supported 
Playgroups 

 Develop relationships with key local stakeholders and referral sources to develop 
referral pathways for disadvantaged families  
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 Model and support developmentally appropriate play experiences and parent/child 
interactions at Supported Playgroups and during In-Home Support sessions 

 Support and advocate positive parenting and behaviour and guidance strategies 

 Ability to work with service users who are also involved with the Department of Health 
and Human Services - Child Protection 

 Understand the requirements of Mandatory Reporting and be able to discuss these 
obligations with families in reference to The Children, Youth and Families Act 2005 

 

MANAGEMENT SKILLS 

 High ability to manage own time, plan & organise own work.  Regular supervision is 
provided. 

 Balance the needs and requests of all stakeholders to achieve the outcomes required 
for the role, particularly the ability to juggle priorities amongst multiple groups or 
individuals. 

 The ability to contribute to integrated service planning and development  

 

OCCUPATIONAL HEALTH & SAFETY 

 Take every reasonably practicable step to ensure your health and safety, and the health 
and safety of all others that may be affected by your work  

 Comply with all relevant legislation and regulation, as well as City of Port Phillip policies 
and procedures and reasonable work instructions 

 Ensure that all hazards, unsafe conditions, incidents and near misses are reported 
promptly and within set timeframes 

 Participate as appropriate in an early and safe return to work program after a workplace 
injury 

 Participate in the improvement of health and safety, including incident investigations 
and risk management processes  

 Maintain knowledge of OHS issues relevant to your work 

 Perform work in a safe and appropriate manner at all times and ensure it is safe to visit 
a family during intake process by undertaking a pre-home visit safety assessment 

 

INTERPERSONAL SKILLS 

 Well-developed interpersonal and communication skills and ability to gain rapport and 
develop trusting relationships with vulnerable parents, care givers and young children 

 Ability to relate effectively and in a non-discriminatory manner with a diverse range of 
people from different cultural backgrounds and abilities to establish supportive 
relationships with families using the service 

 Able to establish and maintain co-operative working relationships with a variety of 
agencies and working collaboratively with professionals and external agencies, as well 
as promote cooperation and build a positive culture.  
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 Conflict management skills to diffuse potential incidents and effectively deal with 
sensitive issues, conflict and aggressive clients. 

 

QUALIFICATIONS AND EXPERIENCE  

Mandatory Qualifications 

 Relevant tertiary qualification in a social science, such as Social Work or psychology 
with experience in child and family development  

Experience 

 Significant experience in child and family support is required for this role, in particular 
experience in group facilitation and engaging children and families within a community 
setting. 

Licences (Mandatory) 

 A current Police Check and Working With Children check prior to commencing the role 

 Victorian Drivers Licence 

 Current First Aid Level 2 certificate, which must be maintained. 

 

KEY SELECTION CRITERIA 

The following are the core competencies required to undertake the key responsibilities of the 
Supported Playgroup Facilitator role and are the primary basis for selection: 

 Relevant tertiary qualification in a social science, such as Social Work or psychology 
with experience in child and family development  

 Group facilitation of supported playgroups (or relevant groupwork experience) to 
support developmentally appropriate play experiences and parent/child interactions  

 Proven experience of quality family support and engagement with children and families 
to support and advocate positive parenting and behaviour and guidance strategies.  

 Sound experience in interagency collaboration (e.g. Maternal and Child Health, 
Children’s Services, Libraries etc.) and externally with other agencies as well as a 
commitment to integrated service provision to families to ensure quality referral 
pathways for vulnerable families. 

 Highly developed communication skills, (both written and oral) and highly developed 
interpersonal skills with a particular focus on strength based and customer focused 
approaches to successfully collaborate, liaise, influence and negotiate with a range of 
stakeholders. 

 Excellent IT skills along with proven ability to keep detailed compliant records and 
reports 

 Demonstrated commitment to a culture of child safety and a thorough understanding of 
the legislation, guidelines and practices that deliver on this commitment. 

 


