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POSITION:		Children’s Services Coordinator Part Time (12 months fixed term)
Diploma Qualified 

REPORTS TO:		Executive Manager – KNLC

HOURS:	26 hours per week

	KNLC follows the Victorian School calendar.  The Childcare program is closed each term for 2 weeks.  Week 1 is taken as LWOP.  Week 2 is allocated to administration, planning and continuation of playgroup sessions.
	KNLC is closed during December – January period, all staff take annual leave at this time.  Leave outside this period is by negotiation with the Executive Manager and will be taken as Leave without Pay.

	This position is offered as a 12-month position 

CLASSIFICATION:	NHACE – Collective Agreement 2024  
			Children Services Award Level 8


BACKGROUND INFORMATION:

Kew Neighbourhood Learning Centre (KNLC) is a not-for-profit organisation providing socially inclusive educational, recreational, health and wellbeing and social support opportunities for our local community.  In addition to the 900 or so enrolled people who visit our centre each week there are also one-off workshops and drop in.
 
Our range of programs include but are not limited to Children’s services, Social Support groups (HACC, CHSP, NDIS), Education (Pre-accredited), Social Enterprise initiatives and health and fitness programs.

POSITION BACKGROUND

Kew Neighbourhood Learning Centre has operated the Shoestring Occasional Care for more than 25 years.  We are seeking an incumbent who can revitalise the Occasional Care program.  Additionally, the incumbent will research, introduce, market and implement a suite of children’s programs and activities for our local community.   It is expected this will result in increased childcare enrolments and revenue through fee for service activities.

This position will be working with KNLC staff and be responsible for staffing the childcare program as well as supervising (from time to time) students on placement.  
     
The position will be responsible for the day to day running of the occasional care service, including participating in management strategy meetings to ensure the services’ sustainability and growth.  As Coordinator you will be responsible for implementing a safe, caring, healthy, and stimulating learning environment in order to meet the physical, emotional, social, and intellectual needs of children in our care.  This position will be responsible for facilitating the playgroup session.

The incumbent is responsible for the overall administration of the Childcare area, including but not limited to, ensuring that the Occasional Care Service is compliant with all the requisite legislation, Acts, Regulations, Standards, Policies and Procedures.  

The position will be offered as 12-month fixed contract.  Ongoing employment will be based on capacity to grow the childcare activity into a vibrant and economically sustainable program area.

This role is ideal for someone who is creative, proactive and excited by the opportunity to grow and shape a well-established service and respond to the evolving needs of the community.

MAIN DUTIES & RESPONSIBILITIES:
 
Immediate Key Outcomes:

1. Grow the Occasional Care Program
2. Support the service in applying for the Child Care Subsidy (CCS) and explore opportunities to extend operating hours to better meet community needs
3. Develop a suite of children’s programs (including art, music, cooking and sustainability)
4. Market, implement and evaluate the new programs offered 
5. Monitor and make recommendations to ensure the children’s services area remains financially sustainable. 

Quality Care
Provide age-appropriate activities that aim to promote the social, emotional, physical and cognitive needs of individual children.

Provide positive guidance to children to support their self-esteem, personal responsibility and choices and access to learning.

Provide teaching strategies that support children in their problem solving, creativity and in the exploration of their personal and social interests.

Treat all children equally, respect gender, culture and diversity.

Promote children’s understanding and acceptance of culture and diversity.

Communicate with families via regular E newsletters.

Provide regular contact and updates to families and carers on children as required to ensure the smooth running of the area.

Form and maintain connections with relevant local organisations.

Ensure the learning environment is clean, organised and visually engaging, including regularly rotating toys and resources and maintaining attractive, child-focused displays.


Physical Care
		Through the supervision of children at all times.

Be actively involved in arranging and maintaining the indoor/outdoor play areas in a visually stimulating, safe and hygienic condition.

Meet the physical needs of the children in relation to comforting, toileting, eating, drinking and appropriate clothing.

Change nappies as required in accordance with House and childcare policy.

Respond to illness, accidents and emergencies as outlined in the House and Childcare Policies and Procedures Manual.

Monitor the children’s environment to ensure it is safe and free from potential hazards including checking the playground each day for noxious, dangerous and inappropriate items.

Take any necessary preventative action to ensure the safety and wellbeing of the children.

Consult with Administration Manager regarding major equipment or maintenance needs.

Administrative
		
Stay up to date with and demonstrate sound knowledge and application of the Children’s Services Regulations (2020), ‘Shoestring’ staff Manual, Emergency Procedures and KNLC Policy and Procedures.

Review and write policies as required to adhere to current regulations for Board approval. 

Maintain database and OWNA app and portal for electronic sign in/out and accurate attendance data.

Actively undertake low to no cost marketing and advertising in regard to children’s programs.

Produce brochures, leaflets and social media posts with up-to-date information.

Assist in the preparation of resources to provide varied learning experiences.

Work collaboratively with other childcare staff to develop routines that ensure smooth transitions from one activity to another.

Work collaboratively with other childcare staff to question, evaluate and address how the curriculum is operating for individual children, groups of children and for respective families.

Consult with the Executive Manager regarding the recruitment of part time and relief staff, including maintaining an up-to-date register of relief staff.

Record and maintain records concerning children’s accidents, illnesses and medication and other recordings as it relates to the group or child.

Respond to and raise any issues or concerns with parents/carers regarding children’s issue that are other than routine.

Carry out and record ongoing observations on each child.

Provide regular feedback to parents regarding child’s progress.

Undertake program evaluation once per semester that includes input from staff and feedback from parents and identifies opportunities for improvement.

DHS parents satisfaction survey to be undertaken annually.

Preparation and program planning on a term-by-term basis.

Other duties as directed that are within the limits of the employee’s skills, competence and training.


Risk Management Responsibilities 

Risk management is the responsibility of each staff member at KNLC.  All staff is expected to follow established safe work practices, procedures and instructions.  They are to take reasonable care to maintain OH &S for their own safety and that of colleagues.

Staff are guided by a set of clear policies and procedures and should seek assistance when they are unsure about performing a determined task.  Any incident, accident, injury, near miss or potential risk should be reported as soon as practicable to the Executive Manager.  The incident should be documented immediately.

It is a requirement of part time employment that staff participate in audits, team meetings and training.

Judgement and Decision Making 

Staff is expected to exercise professional and independent judgement free of bias.  They are expected to have a sound knowledge and understanding of the principles as they relate to the Children’s Services Regulations (2020) and the respective Act as well as the DEECD Service Agreement (2012).

Guidance and advice are always available and should be sought when in doubt.

Qualifications, Experience and Key Selection Criteria

A relevant qualification under the Children’s Services Regulations (2020) – Diploma in Children’s Services (or working towards). 

Experience in working in a children’s centre in a Coordination role 

Experience in working with children under 5 and capacity to build rapport with children and families.

Ability to write a developmental program and to implement and evaluate the program.

Ability to remain focused whilst undertaking a number of tasks at any one time.

Demonstrated ability to manage, set priorities, plan and organise one’s own work in order to meet discussed timelines.

Program and/or Community Development experience.

Ability to work within a team environment.

Current First Aid, CPR, Asthma and Anaphylaxis Certification

Ability to think creatively, be flexible and responsive. 

Ability to plan, implement and evaluate an innovative developmental program for children 0 – 6 years

Demonstrated ability to recognise, discuss and refer problems or concerns as they arise

Current WWC, Police check and First aid certification as above

Up to date vaccination schedule

To Apply:

Please forward a covering letter addressing the Key Selection criteria and an up-to-date CV with the names of 2 recent referees.  

Candidates can contact Fiona or Efa for further information on 9853 3126 during business hours.

Position closes COB Friday 24 May 2026

Only applicants shortlisted will be notified.  

Shortlisted candidates will be invited to an initial pre-screen interview.  These interviews may be conducted prior to the position close date.  Interested candidates are encouraged to submit their application as soon as possible.


Successful pre -screened candidates will be offered a full interview.   
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