
 

 

 

 

 

 

Position Description 

Reconnect Case Worker 
 

The Position 

The Reconnect Inner North Cluster (INC) Case Worker will use a values-based approach to work collaboratively 
with community members, to support pathways into education, training and employment. An experienced social 
worker or case manager, the Reconnect Case Worker will use their strong interpersonal communication skills 
and excellent case management/social work skills to build relationships with people experiencing disadvantage, 
to support them to overcome barriers to participating in education, training and employment.  

Funded through the Victorian State Government’s Skills First, Reconnect program, Wingate Avenue Community 
Centre will support 40 community members through its Reconnect program. In collaboration with Inner North 
Cluster members (Kensington Neighbourhood House, North Melbourne Language and Learning, Farnham Street 
Neighbourhood Learning Centre, The Centre and Carlton Neighbourhood Learning Centre) two Reconnect Case 
Workers will provide support through the program model of engagement, wrap-around support, pathway 
support into education, training and employment. The Reconnect Case Worker will link into other programs to 
achieve this, including the Centre’s Jobs Victoria Employment Service (JVES) program, funded through Jobs 
Victoria. 

Wingate Avenue Community Centre provides services to community members living in the Ascot Vale and 
surrounding area, with a priority for people experiencing disadvantage or vulnerabilities. Located in the heart of 
the Ascot Vale low rise housing estate, the Centre provides placed-based services, programs and activities that 
are guided by the Centre’s core values of compassion, inclusiveness, diversity and quality.  

 

Employment Conditions 

Employer Wingate Avenue Community Centre 

Reports To General Manager 

Work Type Fixed-term, Part-time or Full-time (optional) 

Hours 19 hours per week (2.5 days per week, days negotiable) 

Award Neighbourhood Houses and Adult Community Education Centres Agreement 2016 

Classification Schedule B, Class II, Level 4 to Level 5 ($36.62 to $43.79 per hour) 

Sector Not for Profit 

Location 13a Wingate Avenue, Ascot Vale and other locations as required.  

 

The Workplace 

Wingate Avenue Community Centre (WACC) was established in 1985 and is a busy, vibrant community- managed 
neighbourhood house, based on a state government housing estate in Ascot Vale.  The centre is a not for profit, 
incorporated association governed by a Committee of Management, made up of local community members that 
provide the governance structure and strategic direction for the centre’s management.  

WACC provides multiple place-based services at the centre, including occasional childcare, accredited and non-
accredited courses and education programs, employment support services, community programs and activities, 
as well as co-located services including Moonee Valley Legal Service, maternal and child health, Uniting’s ReGen 
drug and alcohol support services, MiCare’s migrant settlement services, and Cultivating Communities 
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community garden. The centre facilities include two computer labs, a commercial kitchen, a recently renovated 
19 place childcare centre, five training rooms and a community shed.  

The centre believes that providing education and training courses is an integral part of a whole-of-centre 
approach to supporting individuals to overcome disadvantage, in order to improve their quality of life, in ways 
that they choose. WACC strives to achieve this by providing education, employment and community 
development courses that are relevant to our community, are accessible, and of outstanding quality. The centre 
is a registered training organisation that delivers non-accredited and accredited courses, including Adult Migrant 
English Program (AMEP), Skills for Education and Employment (SEE), Skills First and Adult Community & Further 
Education (ACFE). 

 

Position Goal 

The Reconnect Case Worker will provide a values-based approach to the case management/social work duties, 
as well as excellent interpersonal skills to support community members seeking to develop their education, 
training and employment opportunities. The Reconnect Case Worker will: 

• Provide case management and/or social work support to Reconnect participants, to support them to 
overcome barriers to participation, and progress their pathways to education, training and 
employment.   

• Provide Reconnect services in accordance with the centre’s mission and values. 

• Deliver services in accordance with the centre’s aims and objectives, as described in the Strategic 
Plan. 

 

Role and Responsibilities 

The Reconnect Case Worker is responsible for providing values-based services to participants of the Reconnect 
program, as well as quality administration of the Centre’s programs.  

As described in the Neighbourhood Houses and Adult Community Education Centres Agreement 2016, 
responsibilities of positions at this level include the following: 

a. Undertake activities which may require the employee to exercise judgement and/or contribute critical 

knowledge and skills where procedures are not clearly defined. 

b. Perform duties of a specialised nature requiring the development of expertise over time or previous 

knowledge. 

c. Identification of specific or desired performance outcomes. 

d. Contribute to interpretation and administration of areas of work for which there are no clearly established 

procedures. 

e. Expected to set outcomes and further develop work methods where general work procedures are not 

defined and could exercise judgement and contribute critical knowledge and skills where procedures are 

not clearly defined. 

f. Although still under general direction, there is greater scope to contribute to the development of work 

methods and the setting of outcomes. However, these must be within the clear objectives of the 

organisation and within budgetary constraints. 

g. Provide administrative support of a complex nature to senior employees. 

h. Exercise responsibility for various functions within a work area. 

i. Provide assistance on grant applications including basic research or collection of data. 

j. Undertake a wide range of activities associated with program activity or service delivery. 

k. Develop, control and administer a records management service for the receipt, custody, control, 

preservation and retrieval of records and related materials. 

l. Where the prime responsibility lies in a specialized field, employees at this level would undertake at least 

some of the following: 

o Liaise with other professionals at a technical/professional level; 

o Discuss techniques, procedures and/or results with clients on straight forward matters; 
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o Lead a team within a specialised project; 

o Provide a reference, research and/or technical information service; 

o Carry out a variety of activities in the organisation requiring initiative and judgement in the selection 

and application of established principles, techniques and methods; 

o Perform a range of planning functions which may require exercising knowledge of statutory and legal 

requirements. 

o Assist senior employees with the planning and co-ordination of a community program of a complex 

nature. 

 

More specifically, tasks in this position may include: 

1. Case Management: 

• Participant intake assessment, including eligibility checks and initial careers/training assessment. 

• Create tailored, flexible education, training and/or employment support plans to meet the individual 

need. 

• Maintain regular contact with participants to support positive outcomes. 

2. Referrals and Pathways: 

• Link participants to community support services as required, to overcome barriers to participation. 

• Refer participants to services, as required. 

• Maintain relationships with partner organisations so as to facilitate soft referrals to other services. 

3. Administration: 

• Maintain up-to-date client records in GEMS. 

• Create and maintain confidential client files and case notes for individual participants. 

4. Financial Support: 

• Monitor financial support provided to participants. 

5. Other Duties: 

• Perform other administrative duties as required. 

• Assist with the support of volunteers in administration procedure. 

• Supervise student placement as appropriate. 

• Support weekly food relief program, distributing food and managing volunteers. 

• Support community events. 

6. Quality and compliance: 

• Adhere to the centre’s policies and procedures. 

• Foster positive staff relationships and promote a supportive working environment. 

• Contribute to staff meetings and information sharing sessions. 

• Participate in regular professional development activities to maintain current knowledge and skills in 

vocational training and learning. 

 

Qualification and Skills Requirement 

Relevant certificate with relevant experience, or experience attained through previous appointments, services 
and/or study of an equivalent level of expertise and/or experience to undertake the range of activities required. 

Thorough knowledge of work activities performance within the workplace and sound knowledge of 
procedural/operational methods of the workplace.  

Strong Communication Skills: The Reconnect INC Case Worker must have excellent communication skills. These 
include:  

• The ability to actively listen and absorb what others are saying, in order to respond appropriately. 

• Awareness of non-verbal communication, such as body language, eye contact, hand gestures, tone of 

voice, and colour of the message you are trying to convey. 
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• The ability to convey your message clearly and directly to students and colleagues, in a way that can 

be understood by the other party. 

• Ability to be flexible and have an open-mind when talking with others, in order to understand the 

other’s point of view. 

Excellent Instructional Skills: The position will be required to explain concepts and activities to people with 
low English literacy and numeracy skills in a manner they can understand. 

Strong Interpersonal Skills: The position will work closely with community members and colleagues, and must 
be able to work well with others and develop good relationships to ensure the best quality education is provided. 

• Friendly approach to community members and colleagues, in order to build strong relationships. 

• Ability to understand what the other person is thinking and feeling in order to empathise with others 

and build rapport. 

• Respect for colleagues and community members. 

 

How to Apply 

Applications close on Sunday 6 February 2022. Applications received after the close date will not be reviewed. 

To apply, please email the following to angeline@wingateave.com.au using the subject line “Reconnect Case 
Worker” or apply via Ethical Jobs: 

1. Cover letter, of no more than two pages 

2. Resume 

3. Your brief response to the following Key Selection Criteria: 

• Experience working with people experiencing disadvantage or vulnerabilities. (max 250 words) 

• Experience, or transferable skills in conducting needs assessments and planning support that will 
positively influence education, training or employment outcomes. (max 350 words) 

• Ability to build supportive, professional relationships with community members seeking support 
to overcome barriers to employment, training and education. (max 200 words) 

• Ability to build collaborative relationships with other organisations to support program 
implementation and outcomes. (200 words) 

• Deliver services in accordance with the centre’s mission and values (200 words) 
http://wingateave.com.au/vision-mission-values   
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