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South East Community Links 
 

EVERY PERSON COUNTS EVERY SYSTEM FAIR 
ACHIEVING BETTER SOCIAL AND ECONOMIC OUTCOMES FOR PEOPLE IN OUR COMMUNITY 

 

Our organisation was formed on 1 October 2015 as a result of a merge between Springvale Community Aid 

and Advice Bureau, Dandenong Community Advisory Bureau and the Southern Ethnic and Advisory Council.  

SECL currently operates out of three sites, Dandenong, Springvale and Noble Park. 

South East Community Links operates in one of Melbourne’s highest multicultural areas.  A core aim of our 

organisation is to promote cultural diversity and inclusion.  This includes working to reduce narrow 

stereotypes and discrimination as well as working to promote and advocate for equality and opportunities 

for all.  

  

SECL delivers a wide range of services to meet the needs of people in our community including emergency 

relief, case work, housing support, youth and family services, financial counselling and resettlement services 

for refugees and asylum seekers.   

Our service model will ensure people in our community are provided integrated services, linking services to 

peoples’ needs.  As disadvantage has many root causes, only an integrated understanding of these causes 

can support people to achieve their social and economic goals.  In turn these achievements contribute to 

economic and social development in our community.  

 

Position Description 

 

Title: Employment Mentor 

Terms of Employment:  Approximately 2 hours per week for 12 months 

Reporting to: Strategic Engagement Mentor Coordinator, Senior Practitioner – 
Inclusion and Prevention 
 

Location: 186 Forster St East, Dandenong, 3175 
5 Osborne Avenue, Springvale, 3171 
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About the role: 
South East Community Links is pleased to begin a new mentorship program that has been codesigned with 
key community members. The mentorship program aims to assist migrant women from culturally diverse 
backgrounds to achieve their individual employment and education goals. Your voluntary role as a mentor 
will be to primarily support mentees with their educational and employment goals. 
 
You will need to have a minimum of 2 years workplace experience and current knowledge and experience 
of the Australian workplace and education setting. 

As an interested volunteer mentor, it is a requirement that you can attend an interview, an induction 
training session, and an introductory meeting in which your suitability and preferences will be taken into 

consideration to ensure this mentorship program is for you. It is essential that you can meet with your 
mentee at least 2 hours a week for a period of 6-12 months.  

 

Steps to become an Employment Mentor Volunteer at South East Community Links  
 

1. Attend an interview -interviews can be held online via zoom or in person at the Springvale office. A 

time and date will be set to suit your availability.  

2. Attend an induction/training session- In this session you will learn about our organisation and your 

role as a volunteer mentor. All sessions will be held online via zoom between the hours of 5.30pm -

7.00pm 

3. Attend an introductory meeting- At this meeting you will be introduced to your mentee and you 

will have a chance to work together to establish goals and confirm details for your next catch up. 

This initial meeting will take place at our Springvale office from 5.30pm-6.30pm and you will be 

required to attend this session onsite.  

After the introductory meeting, mentors and mentees will independently manage their regular contact and 
catch ups.  

 
Role Responsibilities 

❖ Develop a strong, professional, and trusting relationship with your mentee. 

❖ Assist mentees to identify their employment and educational goals 

❖ Assist the mentee to understand education and employment in an Australian setting 

❖ Assist a mentee to identify their strengths, skills and barriers to finding employment 

❖ Explore solutions and trouble shoot barriers and challenges to engaging in education and/ or 

employment 

❖ Support the mentee to make informed decisions about relevant tailor educational courses that 

could be in line with their identified goals 
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❖ Support and empower the mentee with knowledge and skill development that assists them with 

understanding suitable employment opportunities, job search techniques, application processes, 

resume writing and interview techniques. 

❖ Provide ongoing encouragement and support to mentees 

Key Selection Criteria 
 

❖ Current knowledge and experience of the Australian workplace and education setting 
❖ A minimum 2 of years workplace experience 
❖ Strong interpersonal and communication skills, including excellent listening skills 
❖ An understanding of the challenges and disadvantages people from culturally diverse backgrounds 

experience  
❖ Ability to empathise with others and demonstrate a non-judgemental attitude  
❖ Ability to motivate and build confidence in others 
❖ Experience in providing support/advice to individuals seeking education and employment guidance 
❖ Knowledge of online employment search engines, recruitment agencies and ways of locating 

suitable employment opportunities 
❖ A strong ability to explore the strengths and skills of a client to create a high-quality CV 
❖ Proficiency in using the English language, both written and oral 
❖ A commitment to SECL’s mission, purpose and values 
❖ Experience and/or interest in education, community programs and social justice 
❖ Additional language skills may be of benefit. 

 
 
Examples of conversations you may have with your mentees include: 

 

❖ Identifying the mentee’s strengths and establishing goals  
❖ Identifying barriers that the mentee faces in entering the job market. 
❖ Developing employment or educational goals and strategies to reach those goals. 
❖ Gaining skills in using multiple job search engines or education websites 
❖ Developing a CV and confidence through interview practice 
❖ Understanding employment rights in Australia 
❖ Connecting with relevant educational/training or work experience opportunities 
❖ Applying for specific training or educational courses 
❖ Exploring multiple approaches to job hunting and/or educational opportunities 
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Requirements 
 

❖ You must be able to meet with your mentee at least 2 hours a week for a period of 6-12 months.  

❖ Provide a minimum of two professional referees. 

❖ A satisfactory national police record check 

❖ Working with Children Check 

 

 


