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L2P Support Officer
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	Youth Services
	Directorate:	
	Community Wellbeing	

	Approved by:
	Manager Community Care
	




Commitment of Brimbank City Council	
All employees at Brimbank City Council are expected to provide the highest standards of work to ensure that Council can achieve its Vision and meet organisational objectives. 

Our Vision
Vibrant, harmonious and welcoming.... a great place to live, work and grow.

Statement of Strategic Intent
Developing Brimbank through enhancing and celebrating the many diverse identities, communities and cultures within Brimbank; creating high quality spaces and places; and providing learning and employment opportunities.

Mission
Brimbank City Council will strive to achieve the community’s vision by:

· Meeting the needs of our community and those of future generations in a collaborative and financially responsible manner;
· Enhancing community wellbeing within a strong foundation of social justice;
· Creating an urban environment that is safe, attractive, vibrant and liveable;
· Demonstrating commitment to environmental protection, sustainable development and reducing our ecological footprint;
· Promoting Brimbank as the first choice for new industry, business and development; and 
· Delivering best practice services that meet the needs of the diverse and growing Brimbank community.

Our Values 
At Brimbank, all our roles in different ways, impact and support the diverse needs of the community we serve. Our values and behaviours demonstrate what is important to us, the Brimbank team.  They help build a shared understanding and guide our interactions with each other and the community.

Position Purpose
· To provide effective administration that assists in the delivery of the TAC L2P Program’s within Brimbank in line with the funding agreement.
· Working within a community development framework, the L2P Support Officer will assist in the coordination of mentors and young people.
· The L2P Support Officer will work closely with the local Police, community agencies, driving schools and the wider community to ensure the successful implementation of the L2P Program.
Key Responsibilities

Development, implementation, and evaluation of the program
· Assist in developing specific guidelines for the L2P programs. 
· Assist to recruit and support Volunteer Mentors that work with L2P clients.
· Work with referrals around intake and manage young people in the programs
· Work with L2P program in managing vehicle bookings
· Liaise with referring case workers to ensure the wellbeing needs of the young people are being communicated, outcomes and reporting needs are being met.
· Assist managing the relationship between case workers and mentors, including where required the case worker attending first 2 lessons.
· Where required, be able to support/supervise young people with driving lessons.
· To respect a young person’s dignity and right to privacy
· To consider the safety of the young person and establish appropriate boundaries/limits for behaviour
· To maintain regular contact with the L2P Program Officer regarding the progress of the learners
· To participate in ongoing training and evaluation activities
· Support the broader L2P program where required

Child Safe
Brimbank City Council is a Child Safe organisation. Brimbank will implement all necessary measures to ensure a safe and supporting Council environment, which endeavours to promote child safe, child friendly practices. All allegations of abuse and safety concerns received by Council will be treated very seriously and acted upon in accordance with relevant policies and procedures.
Equal Opportunity
Support the provision of a work environment that is free from harassment, discrimination and bullying and refrain from engagement in any activities that may be offensive, humiliating, uncomfortable for; or derogatory towards; other staff or the community.

Adhere to Council’s Equal Opportunity policy and procedures and the Victorian Equal Opportunity Act 2010 and federal legislation in regard to Equal Opportunity.

Occupational Health and Safety 
Council is committed to providing and maintaining a safe and healthy workplace for its employees, contractors, volunteers and members of the public.
· Executive – Establish, maintain, evaluate and continuously improve Council’s OHS management system 
· Managers, Coordinators, Team Leaders – Implement, monitor, audit, supervise and enforce conformance with Council’s OHS policies, procedures and safety standards. Prepare and implement associated Departmental OHS programs.  Identify and resolve Departmental OHS issues. 
· Employees – Everyone is an employee - Conform to Council’s OHS policies, procedures, and code of conduct and safety standards.  Whilst at work, all employees must:
· Take reasonable care for their own health and safety 
· Take reasonable care for the health and safety of persons who may be affected by the employee’s acts or omissions in the workplace 
· Co-operate with respect of any action taken by Council to establish and maintain occupational health and safety systems and procedures
· Must not intentionally or recklessly interfere with or misuse anything provided at the workplace in the interests of health and safety
· Use protective equipment or clothing provided by Council at all required times
· Employees should immediately notify their manager in the event of an injury, near miss, damaged equipment or other workplace hazard
· Refer: Occupational Health and Safety Act 2004

Risk Management 
· Contribute to making Brimbank as risk free as possible for all employees, residents and visitors
· Take all reasonable action to protect Council assets from damage and or loss
· Comply with Council’s Risk Management Policy and Risk Management Guide.

Managing Information
All employees have a responsibility to ensure all business records are accurately captured and managed within Council’s recordkeeping systems. This includes:

· Making records to support what you do that provides evidence of business transactions
· Ensure records are descriptive to enable easy identification and retrieval
· Ensure security of information, protect confidential, personal and sensitive information and only release information when authorised to do so
· Familiarise yourself with information management policies and procedures and where possible take reasonable steps to improve recordkeeping practices in the workplace.

Legislative Governance
Each employee has a duty and a responsibility to:
· Contribute to the development of Council’s legislative governance culture 
· Adhere to Council’s Legislative Governance Policy 
· Do all things reasonably necessary to achieve compliance with those obligations relevant to you, which are derived from law, Council policy, strategy, procedure and contracts, as soon as practicable and by the legislative due date.

Returns
Staff may be required to submit a Return of Interests pursuant to section 81 of the Local Government Act, if appointed by the CEO as a Nominated Person or where required to by law. 
Organisational Relationship/Context
Reports to		L2P Program Officer
Supervises		Volunteers Mentors and Young people
Budget managed	Click here to enter text.
Major contacts	Internal Liaisons
· Youth Services
· Maternal and Child Health Department 

External Liaisons
· Traffic Accident Commission (TAC)
· Department of Transport
· Community agencies
· Professional Drive Schools
Accountability
This position is responsible for the day-to-day implementation of the TAC funded L2P Programs.
Supporting partnerships between Council and the youth service sector in consultation with the L2P Program Officer. Assist in the completion of reporting to the funding body.
Judgement and Decision Making
The position is responsible for making day-to day decisions regarding the most appropriate practice techniques and approaches to be used in supporting young people based on policies and procedures and in line with legislation.
The position will make decisions with regards to young people’s wellbeing with consideration of their culture, age, gender and stage of development, safety, stability and development and in line with legislation.  The L2P Program Officer or another member of the Youth Services team is always available to provide guidance and advice on these issues.
The position may be required to provide input into the development of policy and procedures related to the delivery of L2P. 
Ability to apply established techniques and solve problems in new situations, in consultation with the L2P Program Officer.
Specialists Skills and Knowledge
Knowledge and understanding of appropriate models of best practice for youth services provision in general, and in the context of Local Government. 
Clear understanding of project management and supporting volunteers and young people.
Ability to source services for the support of young people in the L2P Program’s based on presenting issues.
Ability to assist in the development of a 12 month action plan for the delivery of L2P program’s in conjunction with the L2P Program Officer and in line with the funding agreement.


Management Skills
Ability to manage own time and set priorities
Provide assistance in the delivery of the TAC L2P programs.  
Assist in setting clear behaviour expectations for mentors and learner drivers. 
Organise regular skill development sessions for mentors to support and maintain interest within the program.
Interpersonal Skills
Ability to be flexible, energetic, creative and show initiative where appropriate.
Empathy with, and ability to gain the assistance of mentors, young people and stakeholders.  
Ability to assist fostering community participation in the development and implementation of the program.
Ability to work as part of a team.
Maintaining effective communication among key program stakeholders.
Excellent written, report writing and verbal communication skills.
Qualifications and Experience
Mandatory	 
· A tertiary qualification in youth work, community development, community services or related discipline or some relevant experience.
· 	Experience in designing, delivering and evaluating services for young people and families.
· 	Demonstrated sound understanding of current issues affecting young people including risk-taking behaviour and ability to engage at risk young people.
· Current Victorian Driver’s License.
· Current Victorian Working with Children’s Check.
· Current Police Check.

Desirable
· 	Demonstrated experience in working with a range of stakeholders to meet varying outcomes.
· Relevant experience in supporting and advocating for young people.
Key Selection Criteria
Ability to work in accordance with our values and behaviours
· A tertiary qualification in youth work or related discipline, or some relevant experience in the youth and or community services field.
· Demonstrated ability to assist in the planning, implementation and evaluation of the L2P Programs.
· Demonstrated experience working with young people and community, including those from a refugee or CALD background, within a community development context. Local government experience is desirable.
· Demonstrated ability to balance the needs of a diverse range of stakeholders, including volunteers, funding partners and referring agencies.
· Demonstrated experience working with a client to set and manage goals and expectations.
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