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	Position Title
	Manager – Education 

	Position Reports to
	General Manager

	Employment Status
	32 hours per week 
Monday – Thursday 8.30am-5pm

	Salary
	$83,123-$84,991 pro rata including superannuation 

Attractive salary packaging is available as per ATO

	Award
	Neighbourhood House Collective agreement 

Underpinned by Social, Community, Home Care and Disability Services Industry Award 2010 (SCHCADS)

Level 6.1 - 6.2

	Location
	13A Wingate Avenue Ascot Vale 3032

	Direct Reports
	Compliance and Further Education Manager 

SEE and AMEP Education Support worker 

SEE and AMEP Teachers 

SEE and AMEP Administration


Background Information

Wingate Avenue Community Centre (WACC) was established in 1985 and is a busy, vibrant community managed Neighbourhood house based on a Ministry of Housing estate in Ascot Vale.  The centre is a Registered Training Organisation that recently won the 2013 Learn Local Legend award which recognises outstanding contribution to learners and the Victorian Learn Local education and training sector.  As well as learning opportunities Wingate also provides social and recreations programs.  Wingate houses many co-located services which include Moonee Valley Legal Service, Maternal Child Health, ISIS Drug and Alcohol, the Networker for the Western Region and a Community garden.  The focus of the centre is to be a vibrant, innovative and diverse community where individuals feel valued and have the opportunity to reach their full potential
The centre is a not for profit incorporated association governed by a volunteer Committee of Management which is made up of centre and community members that provide a governance structure and strategic direction for the centre management. 
Located at 13A Wingate Avenue, Ascot Vale the centre is built in the centre of the housing estate.  The centre has 2 computer labs, a commercial kitchen, recently renovated 19 place childcare centre, 5 training rooms and is in the course of building a Men’s Shed.  It also has three external sites whereby classes operate from.  Wingate has DGR and CCB status.  

POSITION PURPOSE

The position will contribute to achieving the vision and goals of the Wingate Avenue Community Centre.  The Manager – Education will oversee the delivery of the Skills for Education and Employment program in compliance with SEE guidelines including Australian Core Skills Framework, Key Performance Indicator’s and Pre Training Assessment requirements.
The position will also assist with the implementation of contract requirements of the AMEP program and manage the day-to-day operations of the program.
SEE Program

· Liaise with NMIT- SEE contract support workers 

· Make contact and build relationships with Centrelink and Job Network Agencies 

· Manage students numbers/satisfaction

· Oversee and conduct Pre-training Assessments 

· Maintain all records in accordance with the Australian Quality Training Framework (AQTF)
· Make recommendations for business improvement 

· Resource teachers in all aspects of lesson plans, delivery and evaluation 

· Continually evaluate the SEE program

· Prepare for audits 

· Provide counseling and support to SEE clients regarding study options and possible pathways for further study
· Provide and record professional development opportunities for all SEE teachers

· Develop assessment tasks for SEE program assessment task bank.

AMEP Program 

· Liaise with Melbourne Polytechnic field staff with regard to the operation of the program

· Assist with reporting requirements required by contractors
· Design and marketing information for the AMEP program 
· Monitor childcare against 510 hours of delivery

· Oversee bookings and interviews under the ISLPR framework

· Oversee student files and enrolment records

· Plan and conduct PD sessions for teachers 

· Facilitate and record task moderation and validation

· Provide counselling pre and post assessments and support to AMEP clients regarding study options and possible pathways for further study

· Plan facilitate and record task moderation and validation session 
General Education

· Source and encourage improved delivery systems for all ESL programs

· Encourage progressive teaching practices and provide resources to develop quality training delivery throughout the Centre
· Liaise with Compliance/Skills First manager to ensure full compliance of programs 
Human Resources 
· Provide effective training and leadership of designated staff 

· Employ and induct new teachers into the SEE and AMEP program

· Oversee SEE and AMEP administration to ensure data entries and KPI’s are met in a timely and accurate manner
· Employ and facilitate staff to cover teacher sickness and planned leave periods
· Supervise AMEP and SEE administration 
Financial Management 

· Financially manage and resource SEE and AMEP program
· Work within budget constraints of each program delivery

· Have input into the annual budget of the Centre 
Team Management 

· Contribute to the overall development and Strategic direction of the Centre
· Attend fortnightly management team meetings to support the vision and mission of the Centre

· Attend and participate in management meetings with NMIT – SEE and AMES AMEP sub-contractors meetings
· Raise any issues with Management as they arise relating to students, OH&S, resources or daily management
· Assist in applications for funding  

Reporting Relationships and Accountability
The Manager – Education reports to the General Manager and will be part of the Management team that looks into budgets and statutory issues that may arise.
All staff are required to take responsibility for a safe and healthy work environment and a 

commitment to equal opportunity and a workplace free from discrimination and harassment.

Qualifications required

· An approved tertiary qualification 
· A recognised undergraduate or postgraduate TESOL qualification     

· Current Certificate IV in Training and Assessment (TAE40110)

· At least three years F/T equivalent experience in teaching in TESOL or Literacy program at adult, secondary or pre tertiary level 
Key Selection Criteria  - Essential Skills & Knowledge

· Management Experience  

· Good interpersonal and communication skills, both oral and written

· Demonstrated ability to relate to a diverse range of people
· Demonstrated ability to work independently and as part of a team
· Excellent administration and organisational skills
· Recent experience  and proven understanding of ACSF reporting system,  SEE delivery

· Computer literate 

· Ability to conduct Pre Training Assessments 

13a Wingate Avenue


Ascot Vale 3032


Phone: 03 9376 5244 


Fax: 03 9376 2676


wingateave@wingateave.com.au 


� HYPERLINK "http://www.wingateave.com.au" �www.wingateave.com.au�


ABN: 33 042 739 925








                                                                                                                           2/3

