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Position Description – Engagement & Administration Officer (0.4 or 0.6 FTE – 2 or 3 days a week).  Hybrid Role.
Capital City Local Learning & Employment Network 

The Capital City Local Learning & Employment Network (City LLEN) is a not-for-profit incorporated association established in 2002 to deliver strategic solutions and initiatives aimed at maximising the participation in education, training and employment of young people, focusing on those most at-risk.  We deliver our services within the City of Melbourne local government area.  
Currently, the City LLEN receives funding from:
· The State Government Department of Education (DE) to deliver the School to Work contract aimed at delivering a range of initiatives to support the careers, pathways and transitions of students as well as the Structured Workplace Learning program. There are 31 LLEN’s in Victoria; each covers a geographical area to deliver the DE contract.
The City LLEN is located in the heart of the Melbourne: Suite 507, 365 Little Collins Street and provides flexible working from home/in the office hybrid model for all staff.
The City LLEN is an outcomes-focused organisation, providing a supportive, driven culture where the needs of the vulnerable in our community, caring for people and meeting our contractual obligations are paramount.
This is a 2 day a week role and would suit a tertiary student with great IT skills and a confidence and capacity to engage employers.  From time to time a third day may be required. We pay above award rates and offer attractive salary packaging.
This role will provide administrative support and will be ideal for someone wanting to learn about community support services and have an opportunity to develop their skills in this area.  Skills in design using Canva and other platforms are required including knowing how to update websites and use Zoom to run webinars/live stream events.
The City LLEN is committed to build and maintain an inclusive work environment and is a proud equal opportunity employer.  
For more information about the City LLEN please visit: www.cityllen.org.au 

Position Objective
· Work with the SWL Coordinator and on their own to meet with employers to manage Year 10 work experience placements to achieve government targets
· Assist the pathways Coordinator to plan, arrange catering, venue hire and deliver events
· Emails and management of the LLEN membership database
· Various other administrative tasks as required by the organisation
· Update and edit the organisation website
· Set up event invitations and registration procedures
· Use Zoom to create webinars and manage the live event
· Support the other LLEN staff where required.
We will strongly encourage the incumbent to take on greater responsibility and complexity to provide them with opportunities to develop projects and deliverables that complement the work of the organisation and give themselves opportunities to support their career goals.
How to Apply

Please forward your resume with a cover letter outlining why you would be suitable for this job to – info@cityllen.org.au by cob 8 May 2024.


Key Selection Criteria

· Skills and knowledge to provide administration support
· Skills to manage IT supports such as setting up a printer, technical support for online events, creating websites, editing websites, using Zoom and other online platforms to deliver streamed events
· Ability to use initiative and identify tasks that need to be done or solutions to problems
· Highly developed Microsoft office suite software skills
· Initiate meetings with employers to talk them into taking on Year 10 work experience placements and manage the subsequent data by recording relevant information on the government portal (https://workplacements.education.vic.gov.au/  )
· Ability to work autonomously and in a team environment
· Commitment to the support of vulnerable people in our community, including migrants and refugees, LBGTIQ+, at risk youth, unemployed people and other cohorts.
Desirable – Canva design experience and marketing resources design and development, previous experience working to engage employers.
Probationary Period & National Working with Children’s Check

6 months probationary period. This position is conditional upon a satisfactory Working with Children’s Check (WWC) and valid entitlement to work in Australia for the duration of the contract.
Contractual Period

One year initiatlly.  This position is subject to government funding meaning the contract may be extended if funding is extended subject to satisfactory performance.

Hours, Time Fraction & Equipment

Part time  - 2 days per week.
Attendance at after-hours functions may be required from time to time and is accumulated as Time in Lieu to be used in accordance with the City LLEN’s TIL Policy and Procedures only.
The LLEN practices flexible work practices and staff are able to work from home depending on the day to day demands of their role.  We will expect the successful applicant to work in the office one day a week, this day can vary and be negotiated.  The hours for the other day can be worked from home and spread across the week.

Salary Package, Reimbursements & Benefits


Salary range:  $65,000 - $70,000 per annum pro rata, plus 10% superannuation.

This is based on Level 3 of the SCHADS award, the City LLEN are paying above award rates. 

The City LLEN has attractive salary packaging arrangements enabling a portion of your income to be provided tax free. This has the impact of raising your real wages.

Travel performed in the course of doing your job is reimbursed depending on the circumstance of the travel, travel to and from the LLEN office is not reimbursed but travel from the office to a community space or event is reimbursed.  

The LLEN will pay for the cost of a new WWC check if a new one is required.

All staff have access to an Employee Assistance Program to receive free, anonymous counselling support for any reason.

Further Enquiries?

Email; info@cityllen.org.au
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