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Association of Children’s Welfare Agencies/ Centre for Community Welfare Training

Learning and Development Coordinator Statement of Duties
21 hours per week


The Association of Children’s Welfare Agencies (ACWA) is the NSW peak (industry) body for child and family services. The training arm is the Centre for Community Welfare Training (CCWT).
A key component of ACWA’s/CCWT’s work is the provision of professional development to community sector leaders and managers, including non-accredited professional development workshops, the BSB50420 Diploma of Leadership and Management, and the ACWA Community Leadership Program. 
The Learning and Development Co-ordinator will promote and co-ordinate the design and delivery of these programs and will deliver training in the area of leadership and management.
A flexible and cooperative workplace is encouraged. The CCWT Director and ACWA CEO reserve the right to vary the duties in consultation with staff in response to the needs of ACWA/CCWT.
  
Key Relationships

ACWA Chief Executive Officer
CCWT Director
RTO Coordinator
Training Services Manager
Business Development Manager

Role Responsibilities

Project management and business development
· Project management of CCWT’s leadership and management programs, including short professional development workshops, the ACWA Community Leadership Program and nationally recognised qualifications and skills sets.
· Promote the benefits of ACWA leadership programs to potential clients 
· Work with your colleagues to develop relevant and innovative approaches to leadership and management training in the community sector.
· Respond to requests for tailored leadership and management programs by organisations, including:
· Conducting a learning needs analysis
· Tailoring a program to meet identified needs
· Recommending nationally recognised units/skills sets/qualifications when appropriate
· Developing a quote using CCWT specifications

Training Delivery and Assessment
· Deliver high quality online and face to face learning events in the area of leadership and management
· Provide support to students undertaking nationally recognised management qualifications and skill sets.
· Conduct assessment of candidates’ competency including RPL
· Comply with CCWT’s policies and procedures, particularly in relation to nationally recognised training and assessment

Other duties
· Participate in internal and external meetings, committees and conferences where appropriate
· Contribute to the minding/debriefing of trainers with other team members

Qualifications and Experience
Essential:
· TAE40116 Certificate IV in Training and Assessment (or TAE40122)
· BSB50420 Diploma of Leadership and Management or similar qualification, or willingness to gain the qualification
· Project management experience
· Leadership/management experience, preferably in a community sector or not-for-profit environment
· Training delivery experience

Desirable:
· Experience in developing and delivering nationally recognised training and assessment
· Experience with student management and learning management systems (CCWT uses OnCourse and Cloud Assess) – training will be provided
· Understanding of adult education theories and principles, training needs analysis practices, and the Australian vocational education training system.

Conditions and Remuneration
Terms and conditions of employment at ACWA/CCWT are outlined in the ACWA Guide, with minimum terms and conditions as per the Social, Community, Home Care and Disability Services Award 2010 (SCHCADS). 

Location:
Based in ACWA office, Sussex Street, Sydney with work from home options available (standard pattern is one day per week in the office). Some regional travel may be required.

Hours:
Part time (21 hours per week) 
Work hours and days negotiable.

Classification and wage:
Social and Community Services Employee, Level 8, Paypoint 1
$57.58 per hour, $62,877.36 per annum (this is the pro rata amount), plus superannuation and salary packing.
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