
 

Engagement & Projects Manager 

POSITION DESCRIPTION 
 
 

Position Title Engagement & Projects Manager 

Reports To Director | Engagement 

Allocation Full-time or part-time 

Location Office location – Wallan. Flexible working arrangements available. 

Direct Reports Project Officer  

 

Position Purpose 

● To develop positive relationships with local employers, industry, community organisations and schools in 
order to provide pathway and career exploration opportunities for secondary school students and other 
young people located within the Central Ranges.  

● To create, drive and support a range of projects and events that provide opportunities for local young people 
to undertake work placement, SBATs, career immersion experiences and job readiness activities, thereby 
contributing to CRLLEN’s School To Work contract with the Department of Education (Vic). 

Background 

Central Ranges LLEN (CRLLEN) aims to foster positive outcomes for young people. By brokering opportunities for 
local industry and schools to connect through meaningful placements and industry engagement activities, CRLLEN 
is able to add value to the lives of young people. Exposure to industry and job information, local employers, the job 
application process, interview techniques and work placement greatly assists young people to decide on career 
pathways and transition successfully from school into further education, training or employment. 

Meaningful employer engagement experiences can positively impact a young person’s life trajectory.  Wages 
increase 1.6%  per career talk, 60% of students show improvement in educational attainment and students are 
25% less likely to be on welfare if they do 4+ employer engagement activities. 

Position Aims 

● To develop a program of career and pathway projects events that assist students and other young people 
in the Central Ranges with work preparedness, local job knowledge and pathway development.  

● To build positive relationships with local employers, industry and community organisations for the 
purpose of furthering CRLLEN’s work placement program, events, guest speaker opportunities and 
industry immersion activities. 

Organisational Context  

Central Ranges Local Learning and Employment Network (Central Ranges LLEN), based in Wallan, works across 
the Macedon Ranges, Mitchell and Murrindindi Shires and is one of 31 LLENs across Victoria (VicLLENs). Our 
vision is that every young person is involved in education, training or meaningful employment. We strive to 
make the outcomes for young people everyone’s business. 

As part of the School To Work commitment of the Victorian Government, the Department of Education has 
funded Central Ranges LLEN to develop and support sustainable partnerships, strategies and activities that enable 



students and other young people to engage with local industry and community opportunities, such as Structured 
Workplace Learning (SWL). 
 

Employment Arrangements 

The Engagement & Projects Manager will be employed as per the Central Ranges LLEN employment agreement, 
which specifies number of hours per week, employment conditions and benefits including superannuation, 
personal leave, portable long service leave and annual leave with leave loading, use of a mobile phone and laptop 
and support for travel (reimbursement or use of a vehicle). 

 

Key Relationships 

Internal 

⇒ Director | Engagement 
⇒ Project Officer 
⇒ CEO  
⇒ Finance & Administration Manager 
⇒ Other Staff and Volunteers 

 
External 

⇒ Secondary schools, VET clusters and other educational settings within the Central Ranges region 
⇒ Local businesses 
⇒ Industry groups, e.g., associations, chambers of commerce 
⇒ Local government 
⇒ Other agencies and service providers 

 

Key Activities 

The key activities of the role are: 

⇒ The development of a calendar of work readiness events including: 
o Student Training Interviews 
o Find Their Feet 
o Career Quick Meets 

⇒ The creation and delivery of a range of bespoke placement projects that assist CRLLEN to deliver on its 
School To Work contract with Department of Education. 

⇒ Seeking host employers and work placement/SBAT/WE opportunities based on requests from schools. 
⇒ Working with schools to source specific placement opportunities for ‘hard to place’ students 
⇒ Participation in the Lower Hume and Sunbury and Macedon Ranges VET Clusters. 
⇒ The development of a range of taster and immersion sessions that encourage future enrolments into 

CRLLEN’s auspiced certificate courses including Project Ready (Cert II in Active Volunteering), Cert III 
in Early Childhood Education and Care and Cert II in Agriculture (to be delivered in 2024).  

⇒ Project management of the development of CRLLEN’s Cert II in Agriculture course in partnership with 
GOTAFE. 

⇒ Work readiness workshops for students, e.g., ‘Job Ready’. 
⇒ Overseeing the Youth Take Over project, including management of the Project Officer. 



⇒ Developing a ‘bank’ of guest speakers for Project Ready groups and assisting with guest speaker requests 
from facilitators. 

⇒ Assisting facilitators to arrange Project Ready industry excursions. 
⇒ Supporting the implementation of Project Ready as required, including assisting with agreements and 

other administrative tasks. 
⇒ Attending business networking events and meetings as required. 
⇒ Undertaking additional tasks and duties as required. 

 

Job Specification  

Professional 
Experience & 
Skills 

 

Essential 

● Tertiary qualifications and / or significant experience in marketing, public relations, 
education or community services. 

● Proven experience in project management in the not-for-profit, government or 
education sectors, including a strong ability to organise resources, make decisions 
within own work responsibility, meet deadlines and keep attention to detail.  

● Experience in supervising other staff, with demonstrated high level interpersonal 
skills. 

● Knowledge of career pathways in schools, such as an understanding of VET, SWL, 
VM, VPC, VCE, pre-apprenticeships and the various pathway options that are 
available to students and other young people. 

● Outstanding relationship management skills, including the ability to establish new 
partnerships with SMEs and large industry groups.  

● High level verbal and written communication skills. 

 

About You 

● You must be able to take an idea from concept to completion, managing resources, stakeholders and challenges 
along the way. You are a ‘get it done’ type of person. Successfully completing projects to a high standard is 
how you’ve built a reputation of being a ‘doer’. 

● You are energetic, productive, self-driven, have a can-do attitude and the ability to solve problems quickly and 
effectively. 

● You have the capability to establish priorities and monitor work flow in your areas of responsibility. 

● You don’t take shortcuts.  

● You have a genuine passion for creating opportunities for young people and want to work in an organisation 
that makes a difference to the lives of local young people. 

 

Professional Development 

A program of professional development opportunities will be available to the employee throughout the contract 
period. Additional training may be offered at the request of the employee or as determined by the employee’s 
manager.  


