ITEC Employment Site Manager – Role Purpose & Associated Tasks and Standards
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ITEC Employment
Site Manager

Role Purpose and Associated Tasks and Standards

	Reports to
	State Manager

	
	

	Responsible for:
	Team leaders, EmploymentCoordinators, Associate employment consultants, Aministrative staff, reception

	
	

	Organisational Environment
	The company’s aim is to encourage high quality staff to choose ITEC Employment as their employer of choice by providing a performance based bonus system, a professional but comfortable working environment and an understanding that family life and work life should be balanced.  

	
	

	Employment Basis
	Full time ongoing

	
	

	Role specifics and duties:
	· Deliver employment and related services under contract to DEEWR to a high standard
· Performance manage staff as requried
· Develop business strategies, monitor budgets and assist in the identification of site performance targets
· Ensure that team morale is maintained by managing and resolving issues as they occur
· Work with state/Territory manager to increase performance
· Work closely with performance manager, quality manager and L & D Manager in order to further develop site
· Recruit, train, coach andmentor site employees
· Assist performance manager to set targets and KPIs
· Market and promote ITEC Employment’s services
· Develop, implement, monitor and review projects
· Work closely with state/territory BDM and NISM in order to take advantage of new opportunities for employment
· Liaise with Government and community leaders and employers
· Know the contract, guidelines and ways to maximize profit to a high standard
· Case management to assist with difficult jobseekers as required
· Monitor, analyse and report statistics to State Manager 
· Ensure that the site remains Profitable and on Budget at all times
· Ensure that staff  KPIs  are on track as measured against the budget and that actions are put in place to ensure shortfalls are overcome.


	
	

	Key Attributes
	Demonstrated high level of interpersonal skills including but not exclusive to:
· Ability to intreput financial statements including Budgets.
· Ability to plan performance to meet budget expectations 
· Ability to motivate and develop rapport
· Excellent written and verbal communication, negotiation, consultation, marketing and training skills to successfully liaise with internal parties, external professional partnerships and jobseekers
· The ability to plan, monitor and deliver high quality service in an efficient and cost effective manner, 
· Computer literacy using Windows based software, Internet, Email and Employment Services Computer Programs
· Good working knowledge of, or the ability to promptly acquire knowledge of, the local labour market and Universal Employment Services, with the ability to interpet and apply the related legislation, policies and procedures, as well as a thorough understanding of the barriers facing jobseekers, including disadvantaged groups and the long term unemployed
· Highly developed problem solving, research, conceptual, analytical skills and the ability to develop practical and forward thinking solutions to problems arising in the course in implementing change
· Demonstrated leadership, organisational and time management skills, excellent HR skills
 


	DAILY

	Prioritise and respond to emails, set reminders and follow ups as required

	Ensure staff action EA3000 Noticeboard
· Appointment 
· Results Due 
· Job Placement
· Inactivations
· Transfers

	Access Sharepoint and check for all updates
· Update as required any documents to be disseminated to staff
· Action JobMax Purchase Order Approvals

	

	Undertake day to day operational requirements
· Ensure staff comply with specific roles and duties as per their position description and EWP
· Ensure staff prepare Community Visit report with all areas completed prior to visit
· Ensure staff complete Community Visit report no later than 5 working days after visit
· Ensure all claims and supporting documentation accessed prior to due date for claims
· Ensure appointments made at least 2 weeks prior to Community Visits and request for visit and approval  from community on file
· Ensure all new staff have appropriate forms completed and letter of offer signed and system log ins created before commencing work
· Ensure staff leave applications are checked against leave accruals prior to approval of leave.

	

	Train, Develop and Mentor Staff
· Ensure that staff have a thorough understanding of their relevant Contract
· Ensure staff have targets set for signups, placements and claims
· Audit  selection of consultants files and feedback to staff- whether of positive nature or areas for improvement

	Sign off on all new commencements, reviews and claims using Site Manager Approval Form
· Ensure all VP’s and comments are comprehensive and accurate
· Assessments clearly identify barriers and associated file notes reflect strategies and timing for follow up for barriers to be addressed
· Ensure all staff are maintaining files in accordance with ITEC contractual requirements and using correct forms
· Ensure Activity Agreements are accurate and specific to each jobseeker clearly reflecting assistance to be given to assist jobseekers into employment
· Ensure all FOE placements are lodged (ideally within 7 days but within 28 day period)
· Ensure all vacancies comply with JPO contractual requirement


	WEEKLY

	· Ensure weekly individual stats are submitted by all consultants

	· Stats to State Manager

	· Action Program Managers Reports – analyze performance against targets and budget

	· Access EA Reports/JobMax Reports

	· Ensure all staff have run “No Future Appointments: and VLTU Assessment outstanding” reports and actioned any areas identified (this will be auto generated by JobMax in the near future)

	· Identify opportunites from reports – areas that need actioning

	Site meeting – discuss
· Opportunities
· Performance against targets
· Positive Feedback


	· Community visitation reports – chase up any overdue/outstanding


	· Analyse weekly reports
Note: weekly performance to be analysed mid way through week – not end of week.  This allows strategies to be implemented to pick up any shortfall identified.  For example phone jobseekers before appointment due if commencements below forecasts for week.

	Fortnightly

	· Time sheets – to be completed signed  and accurate forwarded to payroll officer with supporting documentation by Tuesday noon each fortnight

	· Site Manager teleconference


	· HR documentation
· Follow up and complete and return to HR department

	Monthly

	· Monitor Annual Leave Accruals

	· Action probation reviews as notified by HR

	· Reports

	· Team Building event – i.e. staff lunch with teams taking turns to provide same, afternoon teas

	· Analyse performance against targets and budgets

	· Identify and develop new business partnerships

	· Identify any urgent training requirements and forward request to training officer within 5 days

	· Attend Networking functions and opportunities
· Rotary
· Centrelink Sessions
· Areas Consultative Committees
· Business After Hours
· DEWR 
· TAFE functions
· Training organizations

	Quarterly

	· Review targets for upcoming period

	· Managers forum

	· Complete updated Training Needs Analysis for all staff

	6 monthly

	· Six monthly probations reviews of staff due as per HR notification


	Yearly

	· Budgets
· Staff appraisals
· Holidays!!!!!!!!!!


	Ad Hoc

	· Full weeks comprehensive induction of new staff member by Site Manager or Team Leader
including NEDP, Learning Centre Modules, ITEC modules, JobMax Training concluding with EWP discussion to ensure  EWP is completed before commencing in new role with a “buddy” the following week. 



	Document Cluster
	ID
	Document Title
	Date of Issue
	Document Location
	Date to be Reviewed

	HRPD
	HRPD014
	Site Manager
	211209
	Sharepoint
	211210


	Document Cluster
	ID
	Document Title
	Date of Issue
	Document Location
	Date to be Reviewed

	HRPD
	HRPD014
	Site Manager
	211209
	Sharepoint
	211210



