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position description

	Position:
	Employment Coordinator

	Children’s Worker:
	No

	Location:
	Service Centre

	Business Unit:
	Client Service Delivery

	Group:
	Service Delivery

	Reporting to:
	Service Centre Manager

	Issue Date:
	August 2018

	Delegated Authority:
	Nil

	Staff Responsibility:
	Nil


Our Role 

The Ministry of Social Development (MSD) is the lead agency for the social sector.  We help the Government to set priorities across the sector, co-ordinate the actions of other social sector agencies and track changes in the social wellbeing of New Zealanders.   

The Ministry provides policy advice, and delivers social services and assistance to children and young people, working age people, older people, and families, whānau and communities. We work directly with New Zealanders of all ages to improve their social wellbeing.

We serve over a million people, working out of more than 250 centres around the country.  It is likely that every New Zealander will come into contact with the Ministry at some point in their life.  

Our work, together with our social sector partners, is essential to achieving a sustainable and prosperous future, where all New Zealanders are able to take responsibility for themselves, be successful in their lives and participate in their communities.   
Our Purpose
We help New Zealanders to be safe, strong and independent.

Ko ta mātou he whakamana tangata kia tū haumaru, kia tū kaha, kia tū motuhake.

Our Principles
MSD people: All own what we all do | Take responsibility for what we do | Understand our role in the big picture, who can help us and who we can help | Navigate through ambiguity and the opportunity it brings to create better ways of doing things | Act with integrity, courage and transparency | Celebrate our achievements and those of our clients.
Position Description Approved By:

	__________________________________                   
Deputy Chief Executive, Service Delivery

Date: ……/……/……


Group 

We work together to make a difference for New Zealanders. Whether that’s helping someone get sorted financially so they can study, supporting someone into work, ensuring support is there for someone who can’t work, helping one of our seniors by granting their entitlement to New Zealand Superannuation, or giving New Zealanders confidence that the system they fund is being used by people in genuine need.

We do this through five key groups: Client Experience and Service Design, Client Service Delivery, Client Service Support, Community Partnerships & Programmes, and Strategy & Change.  Whatever part of Service Delivery we work in, we have a role in delivering services and making a difference for more than a million clients.

Business Unit 

Client Service Delivery is responsible for the delivery of services to all clients and client experience through all services channels (face to face, phone and digital).
Purpose of the Position
The Employment Coordinator will deliver in two main areas:

· Build, maintain and coordinate relationships with external agencies that can assist clients experiencing ill health or disability as they move towards, and once they are in employment. 

· Market clients with ill health or disabled people to employers, emphasising the benefits of employing someone from this client group, in a way that takes into consideration existing links between Service Delivery and the employer.
Employment Coordination is a client/employment-focussed approach that provides a service tailored to the needs of clients who want to work from the earliest possible point, in some cases prior to benefit application. It emphasises what a client can do, not their ill health or disability status. The Employment Coordinator will assist the client move towards, and into employment, and will coordinate support to help them stay in employment. 
The Employment Coordinator supports the region’s business strategy, regional plan and initiatives related to ill health or disability.
Working Relationships
Internal:

· Service Centre Manager
· Case Managers, Customer Service Representatives, Work Brokers, and other members of the Service Centre

· Regional Contracts Managers and other staff members in the region

· National Employment Coordinator
External:

· Industries, employers, employers groups and agencies

· Health and disability community groups, agencies

· Community leaders

· Training and service providers
Key Accountabilities:  
	Key Result Area
	Accountabilities

	Coordination: client assistance and services
	· Coordinates services available to clients including:

· Identifying and engaging the most appropriate agency to assist the client both before work and once in employment

· Informing client of available products and services, and encourages them to promote these when applying for jobs

· Promoting work experience as a training opportunity
· Negotiating with external agencies to access supplementary funding
· Coordinating targeted health interventions

· Utilising Preparing for Work assessments and reports to identify a client’s skills and abilities
· Utilising jobz4u tool to raise visibility of client
· Responds at the earliest possible time to assist potential clients to maintain employment by:

· Negotiating with the employer to keep the position open for the client where possible

· Offering (where possible) to seek a temporary replacement in situations where the client is likely to be unable to work for only a short period of time or the client is having to reduce hours temporarily or permanently

· Links clients to appropriate agencies to manage issues that arise from the workplace

· Seeks funding to enable changes when a client’s workplace requires modification

	Coordination: employer support
	· Develops knowledge of, and coordinates, services available to employers including:

· Using a knowledge about the client’s needs to effectively provide employer with relevant information around employing the client
· Utilising agencies that can assist in an employers understanding of employing a person with experience of ill health or disability 

· Promoting the use of products and services accessible through Service Delivery and other agencies

· Providing or brokering post placement support to clients with ill health or disability
· Assists in the provision of Ministry services to help employers in filling jobs:

· Develops sound understanding of the requirements of the vacancy, so that appropriate clients from this client group will be referred

· Offers support and advice to employers relating to any concerns they might have when considering employing a person with ill health or disability

· Establishes, develops and maintains relationships with external agencies and services that support clients with ill health or disability as they move towards, and into employment. These include:

· Training providers, including knowledge of their programmes 

· Health or disability support providers
· District Health Boards, General Practitioners and other health professionals 
· Schools, educational providers and the transition from education to employment

· Contracted services

· Other agencies as appropriate

· Develops new relationships with key employers for client group, ensuring contact is not duplicating an existing contact.
· Maintains relationships with external agencies and service providers once established

· Promotes the Ministry’s services and assistance to Health and Disability providers.
· Ensures any new links are established appropriately, and that the Ministry minimises duplication.

· Organises delivery of presentations by other agencies to Service Delivery staff, and where appropriate, clients.

· Coordinates access to, and provision of, services by external agencies to our clients

· Supports clients in the resolution of issues with health or disability providers


	Knowledge: Employment for people with ill health or disabled people
	· Identifies and develops opportunities for clients experiencing ill health or disability to engage in employment. 

· Seeks information by using internal networks (work brokers, labour market information etc) about current and potential labour market growth areas.
· Identifies employers or industries that have historically employed people with experience of ill health or disability, or who are likely to employ people from this client group.

· Develops an understanding of employers’ requirements, liaising as appropriate with employers when appropriate to determine their business requirements.

· Develops knowledge of client skills, abilities and needs and how their capabilities can be enhanced by the Ministry, other agencies and employers i.e. work placement with support, skill training, work experience etc.
· Supports the region and contributes to the wider team within the site by becoming an expert in employment for clients who experience ill health or disability
· Supports internal staff (ie case managers, work brokers) with advice on health or disability issues, strategies and employment for people experiencing ill health or disability
· Completes reports as required

	Marketing and promotion
	· Actively promotes clients to employers, and vice versa

· Ensures employment conditions are appropriate for the client
· Assists clients in the job application and interview process

· Utilises other agencies to profile and promote clients when appropriate
· Uses tools to assist in matching clients to vacancies, such as contacting clients and promoting opportunities that are identified and promoting vacancies to staff in the employment coordinators site.

	Safe and Healthy
	· Understands and adheres to MSD health, safety and security (HSS) policies and procedures. Implements HSS accountabilities at work to keep themselves, colleagues, clients and others safe and well.


	
Technical/Professional Knowledge and Experience
· A high level of technical and professional skills/knowledge about employment for people with ill health or disabled people; keeping abreast of current developments and trends in area of expertise. 

· Detailed knowledge and experience in identifying services and products available to this client group in relation to employment.

· Strong abilities in developing and maintaining relationships with external agencies

· Knowledge of issues faced by people with ill health or disabled people when considering employment.

· Knowledge of Service Delivery IT applications, in particular jobz4u and SOLO.

Attributes/Success Factors

· The ability to influence
· Strong communication skills

· Judgement/problem solving skills

· Strong relationship management skills

· Initiative

· Strong planning and organising skills

Other Requirements
· Willing to travel to fulfil job requirements

· Holds current drivers licence and is prepared to drive the Ministry’s vehicles if required

· Welcomes and values diversity, and contributes to an inclusive working environment where differences are acknowledged and respected.

· Recognises and understand the circumstances and issues facing Maori in the communities the Ministry works with.
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