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POSITION DESCRIPTION 

 
 

POSITION TITLE: Preschool field officer  

POSITION NO: 
702465 CLASSIFICATION: 

LGECEEA – 
PSFO1 

DIVISION: Community Wellbeing 

BRANCH: Family Youth and Children’s Services 

UNIT: Children’s Services 

REPORTS TO: Pedagogical Leader  

POLICE 
CHECK 

REQUIRED: 

Yes 
WORKING WITH 

CHILDREN CHECK 
REQUIRED: 

Yes 

PRE-
EMPLOYMENT 

MEDICAL 
REQUIRED: 

No  

 
Yarra City Council committed to being a child safe organisation and supports flexible 
and accessible working arrangements for all. 
 
This includes people with a disability, Aboriginal and Torres Strait Islanders, 
culturally, religiously and linguistically diverse people, young people, older people, 
women, and people who identify as gay, lesbian, bisexual, transgender, intersex or 
queer. 
 
We draw pride and strength from our diversity, remain open to new approaches and 
actively foster an inclusive workplace that celebrates the contribution made by all our 
people. 
 
This position is required to provide evidence of COVID-19 double dose vaccination. 
We will work with individuals to assess their ability to meet this requirement on a 
case by case basis.  
 

 

POSITION OBJECTIVES 
Facilitate the participation and inclusion in State funded Kindergarten programs for 
children with a disability and/or additional needs and their families through the 
provision of flexible, individually tailored support and professional services. 
 
Assist in the development and facilitation of a range of inclusion initiatives supporting 
early childhood services. 
 
Assist in the growth of pedagogically, culturally and developmentally appropriate 
early childhood programs. 
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ORGANISATIONAL CONTEXT 
The Municipality is committed to efficiently and effectively servicing the community to 
the highest standards, protecting, enhancing and developing the City’s physical and 
social environment and building the population and business base.  A major 
imperative of the Organisation is the introduction of a best value framework with an 
emphasis on customer service and continuous improvement. 
 
The Family Youth and Children’s Services Branch forms part of the Community 
Programs division. The Early Years Unit contributes directly to the achievement of 
Branch and organisational goals. 
 
The Family Youth and Children’s Services Branch consists of the following units: 
▪ Youth and Middle Years: Planning and provision of a range of supporting, 

developmental and skill based services for young people in line with Council’s 
Youth Strategy. Provision of Out of School Hours Care, Vacation Care and the 
planning and development of effective and innovative solutions to meet the 
growing needs of young people in the middle years (8-12 years). 

▪ Children’s Services (Long Day Care, Kindergarten, Central Registration, 
Occasional Care, and Preschool Advisor). 

▪ Family Services (Family Support, Maternal and Child Health, and Enhanced 
Maternal and Child Health). 

▪ Service Planning and Development (strategic planning, service enhancement, 
quality assurance processes, professional development and training, policy 
development and resourcing and support to services across the municipality). 

 
As a member of the Children Services Unit, the incumbent is required to pursue 
Branch and Divisional goals through effective team work within the Branch/Unit and 
with colleagues in other branches and divisions. This is achieved by developing 
sound working relationships with a range of internal and external parties and through 
active contribution to actions and strategies as set out in the Branch strategy. 
 
ORGANISATIONAL RELATIONSHIP 
Position reports to: Pedagogical Leader 
Internal Relationships: Leadership Team, Kindergarten Teachers, Family 

Youth and Children’s Services Branch and other 
internal staff  

External Relationships: Children and families attending Children’s Centres in 
the City of Yarra; relevant children’s service 
organisations in relation to program planning and other 
early childhood professionals 

 
FUNDING CONTEXT 
The position is dependent on State Government funding. 
 
The PSFO/Advisor program is an early intervention outreach service that is 
universally available within state funded kindergarten for children who present with a 
broad range of additional needs.  The City of Yarra partially funds this role to meet 
operational needs in addition to the PSFO program. It is expected that the incumbent 
complete the required Department of Education targets with in government funded 
hours.  
 
The Department of Education and Early Childhood Development defines additional 
needs as children: 

• with disabilities 

• with or at risk of developmental delay 

• with socio-economic difficulties 
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• with challenging behaviours 

• from socially disadvantaged groups 

• from culturally and linguistically diverse backgrounds 
 
KEY RESPONSIBILITY AREAS AND DUTIES 
Under the direction of the Pedagogical Leader and the agreed work-plan, the 
incumbent is required to undertake the following range of duties: 
 
Resource and Support 

• Engage with early childhood educators to build the capacity of educators to work 
with children on a daily basis recognising that those who are with the child most 
will have the greater impact. 

• Support the early childhood educators to gain the knowledge, skills and 
confidence to embed learning and development opportunities that meet the 
diverse needs of all children within the program.  

•  To support children through an integrated approach including the management 
of referrals to and from our services. 

• Refer children to secondary services as appropriate. Advocate when necessary, 

• Assist and advocate for families to gain access to resources, generic and 
specialist services for their child(ren). 

• Convene and/or participate in case management meetings to ensure a family-
centred approach to service delivery. 

• Provide information to families in a language and format that is easily understood 
by them, including using interpreters and providing translations of written 
material. 

• Facilitate and resource parent support programs where appropriate working 
collaboratively with other universal services such as MCH and family support.  

• In conjunction with kindergarten staff and families, develop, model, implement 
and monitor developmentally and culturally appropriate programs for individual 
children. 

• Develop training and support strategies for early childhood staff to enable them to 
better support children and families. 

 
Policy Development 

• Assist children’s services to develop review and evaluate policies and procedures 
regarding inclusion of children with additional needs. 

• Provide information and advice regarding the inclusion of children with additional 
needs to management committees and other relevant bodies and children’s 
services as required. 

• Participate in the early year’s reference group and support best practice service 
delivery.  

• Assist in the provision of information and advice to Council from state and federal 
government and any stakeholders of the PSFO program. 

 
Community Support and Development 

• Develop strong professional relationships with early childhood intervention 
agencies, specialist/ support and resource services. 

• Facilitate linkages and partnerships between kindergarten services and specialist 
service providers. 

• Assist with the provision of training and resources to enable families and the 
community to increase their knowledge and skills relating to children with 
additional needs. 

 
Administration 

• Develop a work plan in consultation with Coordinator Children’s Services to 
ensure the objectives and priorities of the role are met. 
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• Provide regular written reports to inform the Pedagogical Leader of work plan 
progress and other matters of significance. 

• Maintain accurate effective and time sensitive confidential records for all clients. 

• Collect and maintain data regarding children in the target group including those 
accessing kindergarten services. 

• Prepare qualitative and quantitative reports for Council, state government, 
families, kindergartens and specialist support staff as required. 

 
Professional Development 

• Maintain and extend specialist knowledge skills and awareness of the latest 
research through professional bodies networks and journals, attendance at 
relevant seminars, workshops and conferences. 

 
ACCOUNTABILITY AND EXTENT OF AUTHORITY 

The Preschool Field Officer reports to the Pedagogical Leader in the provision of 
efficient and effective specialist assistance to families and kindergarten staff to 
support and resource the access and participation of children with a disability or 
developmental delay into kindergarten programs. The Preschool Field Officer is 
required to consult with and report regularly to the Pedagogical Leader to ensure 
achievement of work plans, and unit goals and objectives. 
 
The authority and freedom to act in the position is subject to the objectives, policy 
guidelines and budgeting constraints of the Branch as determined by Council and the 
Executive, program grant conditions and relevant Acts, Regulations, Codes and 
professional standards. 
 
Safety and Risk 

• Minimise risk to self and others and support safe work practices through 
adherence to legislative requirements and Council policies and procedures. 

• Report any matters which may impact on the safety of Council employees, 
community members, or Council assets and equipment. 

• Yarra City Council is committed to prioritising and promoting child safety. We 
adhere to the Victorian Child Safe Standards as legislated in the Child, Wellbeing 
and Safety Act 2005 and have robust policies and procedures in order to meet this 
commitment 

 
Sustainability 

• Embrace the following Sustaining Yarra principles through day to day work: 
o Protecting the Future 
o Protecting the Environment 
o Economic Viability 
o Continuous Improvement 
o Social Equity 
o Cultural Vitality 
o Community Development 
o Integrated Approach 

 
Yarra Values 

• Behave according to the following values which underpin our efforts to build a 
service based culture based on positive relationships with colleagues and the 
community: 

o Accountability 
o Respect 
o Courage  
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JUDGMENT AND DECISION MAKING 

• The PSFO is required to exercise independent professional judgment in 
evaluating and deciding on appropriate methods, procedures and practices for 
achieving position, unit and council objectives. 

• Decisions are generally made, having reference to established policies and 
procedures, however, the position requires judgment and discretion in selecting 
the appropriate level of response to be applied in any given situation. 

• Guidance and advice is available as required. 

• Decision-making is also based on sound professional understanding, knowledge 
and experience. 

 
SPECIALIST SKILLS AND KNOWLEDGE 

• Extensive knowledge of child development theories and practice, including early 
intervention and special education. 

• Understanding of a wide range of specific disabilities and their impact on 
children’s development. 

• Highly developed assessment, case management and referral skills. 

• Demonstrated skills in program development and implementation. 

• Knowledge of legislative requirements relevant to the position. 

• Knowledge and sensitivity to the specific needs of families from socially 
disadvantaged groups, culturally and linguistically diverse backgrounds and Koori 
families. 

• Ability to develop, deliver and evaluate training programs. 

• Knowledge of child protection issues. 

• Ability to work in a lone consultancy/specialist role and as part of a team. 
 
MANAGEMENT SKILLS 

• Ability to plan, prioritise and organise work, both on an individual and team basis, 
within a set timetable and in an environment of change and conflicting demands. 

• Ability to solve problems through discussion, negotiation and team work. 

• Ability to co-ordinate information and resources. 
 

INTERPERSONAL SKILLS 

• Ability to effectively convey share and translate knowledge and skills to educators 
and as required. 

• Use family centred practice as the philosophy of all work with the community 

• Negotiation and advocacy skills. 

• Highly developed oral and written communication skills, including the ability to 
relate to people from diverse ethnic and socio-economic backgrounds. 

• Ability to handle conflict and deal with sensitive matters. 

• Ability to work as part of a multi-disciplinary team. 
 
QUALIFICATIONS AND EXPERIENCE 

• Approved early childhood teaching qualification. 

• A current driver’s licence. 

• A post-graduate qualification in a more specialised area of relevance would be 
highly regarded (desirable). 

 
KEY SELECTION CRITERIA 

• Knowledge and commitment to the principles and practice of inclusion, family 
centred and strength based approach. 

• Observation and assessment skills in the area of typical and atypical childhood 
development. 

• Demonstrated ability to work both independently and co-operatively as required. 

• Demonstrated ability to communicate, both written and verbally, with a broad 
range of stakeholders. 
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• Demonstrated planning and organisational skills. 
 

 
 


