 Fusion Australia Ltd. 
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	Position Description

	Position Title
	Fusion Oakleigh Youth and Community Centre – Admin and Community Engagement. 
	Department
	Fusion Oakleigh Youth and Community Centre

	Type of Position 
	 Part Time	Position Hours
	20p/w
	Date Created
	Sept 2025
	Review Date
	Sept 2026
	Performance Review Date
	



	Key Relationships

	Internal:
	· Fusion Oakleigh Youth and Community Centre – Youth, Children and Families worker
· Executive Manager of Programs
· Program Operations
· Fusion Managers and Team leaders
· Volunteers

	External:
	· Children and Young People in Oakleigh and Hughesdale
· Parents 
· Other Community groups and partners 


FUSION VISION MISSION AND VALUES
	Fusion Mission

	Mentoring and equipping young people who are vulnerable to build a strong foundation for their future.

	Fusion Vision

	Young people in Australia have purpose and connection, in a community that cares for them.

	Fusion Values

	Justice - the recognition of the boundaries that are an integral part of all aspects of life.
Mercy - the capacity to see life from the perspective of another.
Compassion - moving past our own self-absorption to love and care for others and the world around us.
Respect - the recognition that every person has priceless value, and all have a gift that we are only able to receive when we see them as separate and unique individuals.
Industry - Industry is the recognition that we all have a contribution to make to society, and we will only be fully alive as we are free to exercise our unique gifts productively.

	Organisational Overview

	Fusion Australia is a professional for-purpose youth services organisation with a vision for transformed communities where young people thrive. Based on Christian values and with over sixty years of service, Fusion has grown from a local youth drop-in centre to a national network supporting young people and communities across Australia. Our work seeks to transformation individual lives and the community by providing a range of high-quality local programs and services, including youth housing, support for parents and work in schools. 
All Fusion workers must act consistently in accordance with Fusion Code of Conduct and comply with Fusion policies and procedures. All workers must challenge practices observed that are inconsistent with these. 

	Fusion Oakleigh Youth and Community Centre

	Fusion Oakleigh Youth and Community Centre provides a range of social, recreation and educational programs for the community and provides a range of community development programs. Working in partnership with local organisations we deliver a range of programs tailored to build community development and strengthen the local community.
Fusion Oakleigh Youth and Community Centre is funded to deliver an average of 50 hours of delivery per week which includes program delivery, networking, training volunteers, and planning. 


	Key duties/responsibilities

	Community Development

	Researching the local needs of the area to be able to design programs that meet the real and felt need of the community in ways that reflect Fusion’s Mission and Vision.
Networking with other agencies and services to create opportunities to advance programs through mutual advertising, referral and partnership. 
This includes working across a range of cultures and demographics. 

	Coordinating Food relief, Community Lunch and community Garden

	Overseeing volunteers to run weekly community lunch.
Liaising with Food Bank, Mazon, Feed the Children (Baker’s Delight) and other organisations re donations for food provision.
Overseeing Community Garden project.
Ensuring the smooth management of the kitchen including ensuring standards around food hygiene and acting as Food Safety Supervisor.
Running cooking classes and living skills. 
Purchasing items needs for kitchen, programs and facility. 

	Program Coordination and Delivery
	Designing and ensuring delivery of a range of youth and community programs.  
This may include running them yourself or bringing in specialist presenters or tutors:
· Monthly ladies craft nights aimed to connect with parents of children and young people
· Short courses provided by specialist instructors
· Social, educational and recreational programs 
· Health and wellbeing programs

	Data Collection and reporting
	Collecting data for programs including attendance numbers and feedback. 
Collating data for annual reporting

	 Team
	Participate in team meetings and individual supervision.

	Volunteers
	Working alongside the Youth and Families Worker to recruit, train and care for Volunteers. 

	Administration and Finance
	Replying to emails and community inquiries regarding programs.
Answering phone and returning calls.
Entering bills for payment into MYOB
Counting and banking finances 
Managing Youth and Community Centres budget.
Credit card receipting.
Creating marketing material for programs
Coordinating fundraising events such as Bunnings BBQs

	Health and Safety
	Creating and implementing risk assessments for programs
Contribute to Fusion health and safety initiatives and manage occupational health and safety issues including prompt incident management, working from home compliance and other matters.
Comply with WHS requirements – remain vigilant and contribute to a safe working environment. 
Ensure own behaviour and that of others is in line with all safety requirements.
Reporting incidents and hazards inline with Fusion’s program 


[bookmark: _Hlk91754938]Qualifications, Education and Skills
	Selection Criteria:  

	1. [bookmark: _Hlk206056186]Appropriate qualification in youth or community work or experience working in community development or not for profits. 
2. Demonstrated ability to work independently and within a small team 
3. Be skilled in word processing, spreadsheets, and accounting software
4. Experience managing team including volunteers. 
5. Ability to build relationships with a range of stakeholders including community members, volunteers, young people and families
6. Excellent written and verbal communications.



	What Fusion Offers

	· Work that is meaningful and challenging, in a workplace that believes people matter 
· Annual Leave Loading of 17.5% (Award staff).
· May be eligible for not for profit tax benefits through salary packaging. Salary packaging can increase take home pay by allowing certain expenses to be paid from an employee’s ‘before tax’ income, resulting in a reduced taxable income. (Packaged expenses may include - mortgage, credit card repayments, leased vehicle and, entertainment (dining out).
· We offer employees and their immediate family members access to a confidential, impartial, and professional counselling service.



	Important Information

	All Fusion Australia employees and volunteers (where applicable) are required to:
· Comply with all Fusions policies and procedures.
· Comply with all other Commonwealth and State legislation relevant to the organisation.
· This position is offered for a probationary period of 6 months.
· Employees are required to understand, and commitment to, the operations of Fusions organisation’s philosophy and values.
· Engage in performance discussions and reviews, demonstrating the ability to meet the expected standards of performance in relation to the requirements of the position description.
· Responsible contribution to the management and maintenance of office, desk, all equipment, petty cash, and vehicles belonging to Fusion.
· This PD will be updated re developing needs of the organisation and/or legislative changes in the sector.
· Mandatory requirements:
· Right to work in Australia – permanently or for the entire length of any fixed term engagement with Fusion
· Valid Driver’s Licence (where required)
· National / International Police Check
· Valid Working with Children’s Check
· Front line staff require a current First Aid Certificate (all other roles when specified)
· CTP and Comprehensive car insurance – where using own vehicle for Fusion work



	Approval

		
☐  I have read and understood the requirements of the position. 


	Name:
	
	Sign:
	
	Date:
	

	Supervisor/Manager:
	
	Sign:
	
	Date:
	








	OFFICE USE ONLY
	
	

	Drafted by
	
	Approved on
	June 2025

	Responsible person
	Finance manager
	Scheduled review date
	June 2027
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