	DEEP WELLS TRUST

Job Description: Facilitator


Start Date: March 2008

Job Purpose

· To provide an excellent standard of facilitation in the Jumpstart and Opening Doors programmes, thereby stimulating and supporting clients’ learning and personal development.

· To support the Coordinator and other staff in maintaining the same level of excellence in their performance (as can reasonably be expected).

· To carry out all reporting and administrative duties appropriate to group facilitation and the day to day operation and growth of DWT.

Objective

To ensure DWT operates effectively and efficiently, while providing infrastructure support and seeking opportunities for development.
Reports to: The Coordinator

Accountable to: The Coordinator
    The DWT Team
    The DWT Board

Hours:

This position is for 35 hours per week. Hours are Monday to Friday, 9am to 4.30pm with half an hour for lunch. Being a salaried position, from time to time hours may vary. Some evening work may also be required in providing follow-up meetings for programme graduates or undertaking relevant training. Occasionally, weekend training will be provided through the Counselling Skills Institute. These events are conducted over two days (Saturday and Sunday) and attendance is strongly recommended.
Salary Band: $27-31,000 per annum (Depending on skills and experience).

Annual Leave: 4 weeks per annum consistent with Holidays Amendments Act 2004.

Responsibilities:

· To participate as a member of the facilitation team and the wider DWT staff.
· To focus on meeting the needs of DWT clients.
· To attend staff meetings, facilitation team meetings, and other meetings as duly notified.

· To participate in a range of groups as a facilitator. This will involve periods of observation and learning, co-facilitation and sole facilitation. This shall be according to the needs of clients and shall be set in liaison with the rest of the facilitation team.

· To have a focus on developing facilitation skills.

· To regularly report as required and ensure that all evaluation paperwork is completed to a high standard and in a timely manner.

· To attend and fully participate in regular meetings of a tutorial and supervisory nature with designated staff.

· To uphold the staff behaviour contract, thereby role-modelling effective behaviour.

· To adhere to the DWT confidentiality agreement.

· To follow the policies and procedures of DWT as laid out in the QMS manual.

· To treat clients and staff with unconditional positive regard.

· To know and affirm the DWT mission and vision statements.

· To protect own mental health and physical safety – including attendance of external supervision as necessary.

· To participate in DWT promotion efforts.

· To carry out a fair share of the regular office duties.

· To pro-actively assist in the recruitment of clients.

· To pro-actively participate in building positive business relationships.

· To contribute to the upgrading of course resources and delivery.

· To complete all tasks associated with Work and Income liaison and administration.

· From time to time the facilitator will be required to complete other duties that will always be consistent with the nature of the duties above.

