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Division


Employment Service
Job Title



Employer Liaison Officer
Immediate Manager
Program Manager


Job Context 

WISE Employment (WISE) is a successful not-for-profit organisation, committed to providing quality employment, training, occupational rehabilitation and allied health services to disadvantaged members of the community through a range of programs. 

In addition, the WISE business includes two Social Enterprises in Tasmania and in Melbourne respectively.  These operate as successful businesses and provide employment for people with disabilities in the open labour market.

This role sits within the Employment Services Division of WISE.


Job Purpose

The Employer Liaison Officer is responsible for ensuring that sustainable employment opportunities for eligible jobseekers are identified and obtained through the establishment of effective external relationships with employers and local business, and through business development and reverse marketing activities so that outcomes for job seekers are maximised.

The role will be performed in a way that adheres to WISE values, policies and procedures and organisational standards in particular quality and service standards including the Disability Service Standards as well as adhering to relevant legislation and all funding body requirements.

Key Accountabilities

The Employer Liaison Officer will, across their locale, identify key employers and their employment needs seeking to satisfy specific skill shortages through WISE Employment’s job seeker initiatives and development programs.  In conjunction, the Employer Liaison Officer will work with employers to secure sustainable employment for disadvantaged job seekers.

The key accountabilities of this role encompass duties that principally relate to the job purpose and may include other duties that are incidental or peripheral to the job purpose.

Duties of this role may include but are not limited to the following:

· Cross-reference, screen and refer job ready job seekers to employment opportunities resulting in sustainable employment outcomes for jobseekers.
· Develop effective relationships with employers to fulfil local business staffing needs including marketing WISE services to employers and telemarketing. 
· Source local labour market vacancies through incoming and canvassing techniques.
· Gather all data about an employment opportunity.
· Ensure employers vacancy needs are met by placing eligible job seekers appropriately.
· Promote WISE employment to the business community in consultation with the Business Manager, Program Managers, PR Manager or other relevant staff.

· Provide reports regarding local labour market trends and needs for the organisation’s strategic purposes. 
· Keep Program Managers, Case Managers and Job Matching Officers appropriately informed of successful employment placements. 
· Perform administrative, procedural and operational duties, as required.



Key Result Areas

Performance objectives are based on the key accountabilities above and are aligned to organisational and team objectives.  Individual performance measures and behavioural standards will be discussed and reviewed on a periodic basis in accordance with the WISE Performance Development Policy and Procedure.  
Specific Key Result Areas may include but are not limited to:
Personal Effectiveness
· In consultation with the Program Manager, manage own performance and improvement including:

· taking personal accountability for own behaviour consistent with WISE values,  policies, procedures and contractual requirements

· contributing to own job effectiveness through offering ideas for improvement

· listening to others’ ideas for improvement and put forward informed opinions about their merit
· Achievement of performance objectives

Technical Capability

· Approach local employers to canvas relevant vacancies, job training and/or work experience opportunities
· Monitor employer needs and the status of opportunities (as per above)
· Match employer needs to potential eligible job seekers
· Demonstrate compliance with relevant contractual requirements, including the collection, recording, maintenance and evaluation of all required data in line with WISE policies and procedures, funding body requirements and relevant legislation.

Communication Capability

· Develop and maintain effective external relationships with local employers and heads of business/commerce

· Develop and maintain effective internal relationships with Case Managers and Employer Liaison Officers



Job Authorities
· Decide priorities to achieve required performance levels.
· Authority to establish effective external relationships with relevant employers and local business.

· Authority to refer jobseekers to appropriate vacancies, training and/or work experience opportunities.
· Decide when to request information from other staff.
· Identify own development needs.


Job Criteria

Incumbents of the Employer Liaison Officer role will:

· have  1-3 years experience in the employment services (or related) area

· have demonstrated qualities of empathy, integrity and compassion

· have well developed interpersonal skills especially with regard to establishing positive working relationships with external stakeholders
Essential Criteria

· Excellent time management and organisational skills

· The ability to work independently as well as within a team environment

· Excellent communication, interpersonal, and negotiation skills.

· Demonstrated capabilities in a customer contact and/or administration role.

· An understanding of the employment services contract and an insight into the issues/challenges facing jobseekers.

· An understanding of labour market issues relevant to a designated geographical area.

· Proven ability to build successful business relationships and/or networks.  

· Experience in sales, telemarketing and cold calling.
Desirable Criteria

· Experience in working with people who are disadvantaged or have a disability.
It is desirable that the incumbent for this role has acquired, or is working toward, a qualification in one of the following areas.  

The level of qualification can be as indicated below, or higher.

· Diploma in Marketing
· Certificate IV in Community Development
· Certificate IV in Employment Services
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