[image: A logo with two people holding hands

AI-generated content may be incorrect.]

MIGRANT INFORMATION CENTRE (EASTERN MELBOURNE)
POSITION DESCRIPTION
1. Position Details
	Position Title:
	Digital Literacy Project Worker  

	Employer:
	Migrant Information Centre (Eastern Melbourne) (MIC)

	Reports to:
	Senior Manager Strategic Projects 

	Direct Reports:
	Nil

	Location:
	Suite 2, 27 Bank Street, Box Hill 3128 (or specify other outreach offices)

	Salary Range / Award:
	Social, Community, Home Care and Disability Services Industry Award (SCHADS) – Level 4.1 

	Employment Status:
	Part-time (15 hours per week) 



2. Position Objective
The Digital Projects Worker will coordinate the day-to-day implementation of the Young Digital Mentor Program funded through the Capacity Builder Grant. The role will recruit and support young mentors from culturally and linguistically diverse communities, coordinate digital literacy training, maintain participant records, support program evaluation and ensure all project milestones are achieved on time.
The role promotes digital inclusion by empowering young people to become Digital Mentors who assist family members, older people and community members to improve their digital confidence and access to online services.
3. Background Information
Migrant Information Centre (Eastern Melbourne) (MIC) provides support to people from culturally and linguistically diverse (CALD) backgrounds residing in the eastern suburbs of Melbourne. The region covers the Local Government Areas of Boroondara, Whitehorse, Manningham, Maroondah, Knox, Yarra Ranges and Monash. MIC is governed by a Board of Directors.
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Description automatically generated]Strategy for achieving the MIC’s objectives
MIC's Strategic Plan 2025-2028 outlines the 4 strategic pillars, expected outcomes and key objectives. MIC develops an annual plan to convert the strategy into achievable actions to be completed in the annual plan year.
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Description automatically generated]SERVICE EXCELLENCE - We innovate, review and deliver quality services for best outcome
· [image: A white background with black dots

Description automatically generated]Enhance client-centred service delivery by embedding co-design principles and feedback mechanisms.
· Strengthen workforce capability through ongoing training and staff well-being initiatives.
· [image: A white background with black text

Description automatically generated]Establish a robust impact measurement framework.
· [image: ]Strengthen continuous Quality Improvement Framework
· Establish service evaluation framework.
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Description automatically generated][image: ][image: ][image: ]SERVICE PARTNERSHIP - We partner with relevant stakeholders to increase impact.
· Develop cross-sector partnerships.
· Strengthen collaborations with partners.
· Increase partnership engagement with CALD communities.
ADVOCACY - We lead and support our community to have a voice.
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Description automatically generated]Collaborate with sector partners on collective advocacy.
· [image: ]Strengthen the organisation's public voice.
· Influence funding and policy through government engagement.
· Build client/community voice in advocacy.
· Facilitate community consultation and engagement.
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Description automatically generated][image: ]ORGANISATIONAL CAPACITY - We prioritise the development of a learning culture and develop infrastructure to increase capacity.
· [image: ]Strengthen financial sustainability.
· Enhance governance and leadership capacity.
· Implement advanced data and analytics systems.
· [image: ][image: ]Foster a high-performing and inclusive workplace culture.
· Strengthen Internal systems and infrastructure


Outcomes
	Service Excellence
	Service Partnership
	Advocacy
	Organisational Capacity

	Clients receive high-quality, responsive services from a skilled workforce, supported by continuous improvement and data-driven decision-making through robust evaluation
	Strong, trust-based partnerships drive innovation, expand service reach, and foster culturally inclusive, community-led solutions through shared expertise and collaborative action
	Empowered clients and communities actively shape advocacy efforts, driving policy and service improvements through authentic engagement, strengthened partnerships, and increased capacity to influence change
	A resilient, inclusive, and strategically led organisation with strong systems, diversified income, and a skilled workforce, enabling innovation, accountability, and sustainable impact



4. Key Duties and Responsibilities
1. Project Coordination 
· Coordinate implementation of the Young Digital Mentor Program in accordance with the approved project plan. 
· Monitor project milestones, timelines and deliverables. 
· Prepare project documentation and maintain accurate project records. 
· Support continuous improvement activities. 
· Monitor project risks and escalate issues to the Senior Manager Strategic Projects. 
2. Recruitment and Engagement 
· Promote the Young Digital Mentor Program across Eastern Melbourne. 
· Develop promotional material with the Communications Team. 
· Recruit young people aged 14–24 years from multicultural communities. 
· Liaise with schools, youth organisations, community groups and partner agencies. 
· Coordinate participant registrations. 
3. Digital Mentor Training 
· Coordinate Digital Mentor training sessions. 
· Organise venues, equipment and resources. 
· Support delivery of Good Things Australia accredited training. 
· Maintain attendance records. 
· Register mentors within the Good Things Australia platform. 
· Ensure all participant compliance requirements (Police Checks, Working with Children Checks where applicable) are completed. 
4. Participant Support 
· Provide ongoing support and coaching to Digital Mentors. 
· Maintain regular communication with participants. 
· Coordinate volunteer and mentor activities. 
· Assist participants experiencing barriers to engagement. 
· Facilitate networking opportunities and peer learning. 
5. Monitoring, Evaluation and Reporting 
· Collect participant outcomes and digital skills assessments. 
· Maintain accurate databases and project statistics. 
· Prepare monthly KPI reports. 
· Contribute to funding reports and acquittals. 
· Support project evaluation activities including surveys and impact measurement. 
· Assist with Board and management reporting. 
6. Partnerships and Community Engagement 
· Develop relationships with local organisations. 
· Attend community events promoting digital inclusion. 
· Represent MIC at networking meetings. 
· Promote culturally safe and inclusive engagement practices. 
Key Performance Indicators
The Digital Projects Worker will be responsible for contributing to the achievement of:
Project Delivery
· Project milestones achieved according to approved timelines. 
· Activities delivered within budget. 
· Compliance with grant requirements. 
Recruitment
· Recruit 100 Young Digital Mentors. 
· Maintain participant waiting lists. 
· Achieve recruitment targets across multicultural communities. 
Training
· Coordinate delivery of Digital Mentor training. 
· Ensure mentors successfully complete accredited training. 
· Register participants on the Good Things Australia platform. 
Participant Outcomes
· Provide post-training support to all mentors. 
· Collect digital skills assessment data. 
· Demonstrate improved digital confidence among participants. 
· Maintain high participant satisfaction. 
Reporting
· Monthly project reports completed. 
· Grant reports submitted on time. 
· Accurate participant database maintained. 
· Evaluation completed. 
These KPIs align with the funded project activities including recruitment of a Lead Digital Mentor, recruitment of 100 young people, delivery of Good Things Australia training, registration of mentors, provision of post-training support, implementation of digital skills assessments, project evaluation and submission of progress and final reports. 
5. Key Selection Criteria
Essential
· Studying towards or a relevant qualification in Community Services, Youth Work, Digital Technologies, Education or related discipline. 
· Experience coordinating community projects. 
· Experience working with young people. 
· Strong understanding of digital literacy and digital inclusion. 
· Excellent communication and facilitation skills. 
· Experience working with culturally and linguistically diverse communities. 
· Excellent organisational and administration skills. 
· Ability to use Microsoft Office, databases and digital platforms. 
· Current Victorian Driver Licence. 
· Current Working with Children Check. 
· National Police Check. 
Desirable
· Good Things Australia accreditation or willingness to obtain. 
· Experience delivering digital literacy programs. 
· Experience working with volunteers. 
· Ability to speak a community language. 

6. Key Relationships
Internal
· CEO 
· Senior Manager Strategic Projects 
· Volunteer Coordinator 
· Bicultural Workers 
External
· Good Things Australia 
· Schools 
· Local Government 
· Community organisations 
· Youth services 
· Digital Mentors 
· Community participants 
Organisational Responsibilities
The Digital Projects Worker is expected to:
· Demonstrate MIC Values. 
· Maintain client confidentiality. 
· Work within Child Safe Standards. 
· Promote culturally safe and inclusive practice. 
· Comply with WHS obligations. 
· Follow MIC policies and procedures. 
· Participate in supervision, team meetings and professional development. 
· Contribute to continuous quality improvement. 
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