REGIONAL ANANGU SERVICES
ABORIGINAL CORPORATION

INFORMATION PACK
RAES EMPLOYMENT & PROJECTS OFFICER

1. Advertisement
Two Positions - RAES Program — APY Lands

e RAES Support Officer
e RAES Employment & Projects Officer

Regional Anangu Services Aboriginal Corporation (RASAC) delivers the Remote Australia
Employment Services (RAES) on the APY Lands in far north west region of South Australia.

We are seeking to employ two positions for our RAES program.
RAES SUPPORT OFFICER

The RAES Support Officer will work across our RAES teams on the APY Lands, to provide
support with the delivery of RAES services and community projects, with a focus on supporting
training, special events and community celebrations, across the 6 RAES delivery sites on the
APY Lands. The position will be based at Umuwa and will involve travel, including overnight
stays, at various communities as required for operational needs.

RAES EMPLOYMENT & PROJECTS OFFICER

The RAES Employment & Projects Officer will work with our RAES participants to provide
high quality, individually tailored pre-employment case management, and support delivery of
community projects for RAES participants. The Employment Officer will also work with
employers to refer RAES participants to job vacancies and support the overall operations of
RAES in the community. The location of the position will vary depending on operational needs.

EXCITING BENEFITS WHEN YOU WORK WITH US!

e (reat salary range and Not-For-Profit salary sacrificing opportunities

o 6 weeks annual leave plus 17.5% leave loading

e Furnished self-contained accommodation including internet and utilities
o The opportunity to work with a collaborative and supportive organisation

Applicants must:

o Be passionate, enthusiastic with an open communication style, and enjoy working with
people from diverse backgrounds

o Enjoy living and working in a remote Indigenous community environment

e Hold a Current Drivers Licence and ability to safely drive a vehicle on unsealed remote
roads

*Please note that the contents of this information pack are provided to prospective applicants as a
general overview of the position. The specific conditions of employment and role description may vary

in any final offer of employment that may be provided.
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o Be able to obtain a National Police Check and SA Working with Children Clearance
prior to commencement.

RASAC is a not-for-profit Aboriginal Corporation with extensive experience in remote service
delivery on the APY Lands. RASAC is owned and governed by the Anangu people of the APY
Lands. RASAC is the biggest employer on the APY Lands, creating real jobs within local
communities.

How to apply

All potential applicants should obtain the Information Package for the position they wish to
apply for. The information pack which sets out the selection criteria and conditions of
employment.

The Information Pack can be obtained by contacting RASAC:
O email jobs@rasac.com.au , or

O phone (08) 8950 5400 or
O you can download the pack from our website: www.rasac.com.au .

Applications must include:
e A covering letter which addresses the selection criteria for the position
e A current resumé or curriculum vitae which clearly sets out your relevant qualifications
and work history
e The names, positions, and contact details of at least two professional referees

Applications can be submitted by email to jobs@rasac.com.au

Applications will not normally be acknowledged on receipt. Only short-listed applicants will
be contacted regarding the next phase in the selection process. To those applicants who are not
short-listed, we extend our thanks for considering Regional Anangu Services Aboriginal
Corporation as a potential employer.

2. Role Description

Role Description

POSITION TITLE: RAES Employment & Projects Officer
LOCATION: APY Lands

REPORTS TO: RAES Program Manager

Overview

Regional Anangu Services Aboriginal Corporation (“RASAC”) is an Anangu-run organisation
that supports the empowerment of all Anangu. The organisation is incorporated under the
Commonwealth Corporations (Aboriginal and Torres Strait Islander) Act 2006.

RASAC delivers the Remote Australia Employment Services (RAES) program in conjunction
with municipal services, homelands essential services, community patrols, community
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administration support, mechanical workshop services and other services (eg airport reporting
and maintenance) across the Anangu Pitjantjatjara Yankunytjatjara (APY) Lands in north-
west South Australia. RASAC also has capacity in road maintenance, minor civil works and
repairs and maintenance works. The principal funding of the organisation, including the
RAES program, is provided by the National Indigenous Australian Agency (NIAA).

Position Objective

The objective of the position is to support delivery of case management and voluntary activities
and projects for RAES participants at RAES sites.

This work includes working with RAES participants to meet their Services Australia Mutual
Obligations (MO) by providing high quality, individually tailored, case management services
in accordance with RAES guidelines. This position will also support the delivery of meaningful
RAES Voluntary Activities and Community Projects to assist RAES participants in capacity
building and skills development for future employment opportunities. The position will also
supervise Anangu Leading Hands as required.

The position may be based at any of our RAES sites across the APY Lands depending on
operational needs.

RESPONSIBILITIES

NOTE: Duties may vary or be updated from time to time in line with updates to service delivery
contract obligations and requirements.

Jobseeker Services

e Provide a holistic case management approach and support to RAES participants.

e Manage the commencement/signup process of participants into the program through the
ECSN RAES IT system

e Develop and maintain comprehensive, individually tailored Job Plans in collaboration
with participants to identify employment and training needs, work preparation strategies
linked to RAES voluntary activities and community projects, tailored interventions, and
job readiness activities

e Provide pre-employment support through good case management, training, job search
skills, resume development, and hosted placements to increase capacity for employment

e Achieve job placements and sustainable employment outcomes through high quality
employment placement support (EPS)

e Maintain regular face to face contact appointments with participants.

e Support the development and delivery of RAES voluntary activities and community
projects at RAES sites including development of project ideas, plans and supplies
requirements and on-site delivery and supervision, particularly for female RAES
participants.

Compliance

e Maintain files, file notes, timesheets, activity lists and relevant forms for participants on
your case load to ensure contractual compliance.
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Manage ECSN IT system diary appointments ensuring that participant contact
appointments are conducted within relevant timeframes

Monitor the ECSN IT system notice board daily to ensure all compliance has been
actioned and pending participants in the case load are booked into an appointment
Undertake JSCI reviews as participants circumstances change

Ensure all eligible participants are referred to a RAES voluntary activities and
community projects or hosted placement

Monitor and record participant attendance in RAES voluntary activities and community
projects or hosted placements.

Provide supervision and support to the RAES Leading Hands including leave, rosters,
timesheets and performance.

RAES Voluntary Activities and Community Projects Management & Supervision

Develop and coordinate meaningful RAES voluntary activities and community projects
as required

Organise materials and equipment daily as required for voluntary activities and
community projects

Maintain security of all RAES resources and assets

Keep sites clean, safe and well organised

Ensure WHS practices are implemented and maintained at RAES voluntary activities
and community projects

Ensure all RAES Participants have appropriate PPE for voluntary activities and
community projects

Facilitate toolbox talks and risk assessments at the commencement of each voluntary
activities and community projects

Monitor RAES voluntary activities and community projects as directed including
maintaining daily records

Work with local participants who are in the pre-employment phase to become job ready
by developing good workplace practices through attendance at RAES voluntary
activities and community projects

Provide supervision and support to the RAES Leading Hands including leave, rosters,
timesheets and performance.

Deliver induction training to new RAES participants engaged in voluntary activities and
community projects

Support RAES participants to attend and engage in training eg with TAFE SA

Assist with case management for RAES Participants as required

Duties may vary in line with updates to service delivery and obligations.

Communication

Engaging with community and participants to discuss and design suitable voluntary
activities and community projects

Identify suitable “Hosted Placement” and “Hosted Activity” opportunities to increase
the variety of participation opportunities for participants in RAES.

Facilitate regular meetings with stakeholders and community organisations to discuss
vacancies and hosting opportunities and prepare a data base of upcoming vacancies and
participants who can be referred to these opportunities

Submit vacancy reports to the RAES Operations Manager
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e Represent RASAC and RAES in a positive manner at all times.

e Develop and maintain effective working partnerships with internal and external
business partners, government agencies, sub-contractors, community and local hosts,
major employers, and other key stakeholders

General

e Engage with other services and programs delivered across the APY lands which can
assist participants to address barriers to employment and engagement in activities.

e Participate in professional development and training as required

e Maintain the Privacy & Confidentiality of participant records and information at all
times.

e Maintain a clean and tidy work space.

e Other duties as directed by management.

e Compliance with all RASAC policies and Procedures

WH&S

e Undertake duties of the workplace First Aid officer

e Implement regular toolbox meetings and risk management procedures for RAES
voluntary activities and community projects to ensure compliance with the WH&S
legislation and regulations.

e Maintain own health and safety and that of other people at the workplace or those who
may be affected by the work being carried out.

e Support implementation of and actively participate in the ongoing development,
monitoring and review of systems that ensure the health and safety of workers and other
people at the workplace or those who may be affected by the work being carried out,
through the implementation, continual improvement, leadership in and compliance with
RASAC’s WHS system, associated policies and procedures, and relevant WHS
legislation.

e Meet WHS legal requirements and comply with RASAC’s WHS policies and
procedures.

SELECTION CRITERIA
Essential

e Ability to undertake case management or similar roles in a remote Aboriginal
employment services context

e Skills, knowledge, experience, qualifications relevant to supervising a range of RAES
voluntary activities and community projects

e Experience in supervising work teams, preferably in pre-employment or employment
programs

e Good administration skills and record keeping skills.

e Highly effective, well organised administration

e Ability to manage time, set priorities and to achieve outcomes in a demanding
environment.

e An awareness of issues affecting Aboriginal people in remote locations and ability to
provide effective case management in a cross-cultural environment.
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e Ability to maintain accurate records (electronic and paper-based) and to understand and
implement contractual requirements and guidelines.

e Intermediate knowledge of PC based computer applications e.g., Microsoft Office Suite,
applications and ability to learn and operate specialised IT systems used for RAES.

e Ability to liaise effectively and build relationships with community stakeholders.

e Ability to work under pressure and to completing timelines.

e Ability to work independently, showing initiative and self-direction, as well as the
ability to work collaboratively as part of a team.

e Ability to exercise discretion and good judgment when working with complex issues in

remote Indigenous Communities.

Ability to respond quickly to enquiries and action where relevant and/or necessary.

Clear National Police Check or ability to obtain prior to commencement

SA DHS Working with Children’s Check or ability to obtain prior to commencement

Current first aid certificate or have the ability to obtain this qualification.

Current Class C drivers’ licence and ability to safely drive a manual vehicle on remote

unsealed roads

Desirable

e Previous experience in, or understanding of, employment and/or relevant community
service programs.

e Previous experience in working with Indigenous communities preferably in a remote
location.

All applicants must also be:

e Willing to travel to live and work in remote Aboriginal Communities.

e Willing to complete a pre-employment medical assessment.

e Willing to provide or obtain a clear National Police Check DHS Working with Children
Check for purposes of working with vulnerable people and being employed in the RAES
program and obtaining a permit to enter and work on the APY Lands.
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ORGANISATION STRUCTURE

RASAC Board

General Manager

RAES Program Manager

RAES Compliance
Coordinator

RAES Operations RAES Projects

RAES Compliance Coordinator Coordinator
Team

RAES SITE OFFICE ARE LOCATED AT PIPALYATJARA, KANPI, AMATA, PUKATJA, FREGON, MIMILI, INDULKANA
RAES STAFF AT EACH SITE OFFICE MAY INCLUDE THE FOLLOWING POSITIONS:

RAES Employment Officer
RAES Projects Supervisor

RAES Leading Hand

RAES Project Officer

3. Salary & Conditions

A competitive salary package will be negotiated with the successful applicant. The package
will include:-
e Competitive base salary commencing at $87,000 per annum
e Superannuation at the relevant Super Guarantee (SG) rate (currently 12%)
e 6 weeks Annual leave with 17.5% leave loading
e Relocation assistance contribution
e Work Vehicle
e Furnished accommodation — no rental, wi-fi and utilities provided at no cost.
e Generous Not For Profit Salary packaging
Due to the organisation’s tax exempt status with the ATO, very attractive tax free salary
packaging of a portion (the current cap is 315,900 per FBT year) of the cash component of
the salary is available within the limits of our fringe benefits tax exemption and in
accordance with the arrangements with our salary packing provider, Eziway. The cap is
subject to changes by the ATO. Further details can be accessed via the Eziway website:

www.eziway.net.au.
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Annual Close Down

A two-week compulsory close down period occurs over the Christmas/New Year period subject
to notification of dates from the funding agency (NIAA). Staff are required to utilise annual
leave entitlements for this period, in conjunction with the public holidays.

4. Other Information

The positions will be based on the APY Lands. The APY Lands are located in the far north
western corner of South Australia.

Details of the APY Lands and the communities within these Lands, can be obtained from the
following websites:- www.anangu.com.au.

Permits are required by all visitors to the APY Lands, and for employees to remain in residence
on the APY Lands. Click here for more information or go to www.anangu.com.au.

On the Lands, in addition to services, offices and depots in Communities, RASAC has a main
depot at Umuwa, which is centrally located to all the communities. Umuwa is located
approximately 450kms south west of Alice Springs (290kms bitumen road and the remainder
are unsealed roads).

A map of the APY Lands is provided on the next page.

RASAC also operates an administration office in Alice Springs.

Further details on RASAC can be accessed at the RASAC website www.rasac.com.au.
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