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POSITION DESCRIPTION 
At IMPACT Community Services, our vision is Improving lives, and our mission is to build a caring, inclusive 
community by creating opportunities that empower individuals and promote meaningful participation. This role 
supports that mission through compassion, trust, and collaboration to create positive change. Guided by our pillars of 
Live, Grow, and Prosper, it helps stabilise life circumstances, foster personal growth, and support sustainable 
employment and social enterprise outcomes. 

Position Title: Employment Specialist 

Position Overview: 

The Employment Specialist plays a critical frontline role in supporting clients to achieve 
sustainable employment outcomes. 

The role is focused on providing ongoing, person-centered support to clients to help them 
overcome barriers, build confidence and capability, and progress towards meaningful and 
sustainable employment. This includes developing tailored action plans, coordinating 
interventions and referrals, identifying employment opportunities, and supporting clients 
throughout their employment journey. 

The Employment Specialist works closely with employers, community organisations and industry 
partners to create and secure employment opportunities, while also supporting employers to build 
and retain a capable workforce. 

Success in the role is measured by the achievement of sustainable employment outcomes, quality 
client and employer engagement, strong contractual compliance, and the ability to contribute 
positively to team and organisational performance.  
(This position does not allow for working from home) 

Award: 
Labour Market Assistance Industry Award 
2020 

Classification: 
Employment Services 
Officer Grade 2 

Department: WORKFORCE Australia (WFA) Position Code: 04.001.24 

Accountable To: Employment Services Manager Probationary Period:  6 Months  
(Monthly reviews are conducted) 

IMPACT Commitment Statement 
Our staff actively contribute to IMPACT Community Services’ vision, mission, values, and uphold our policies and 
procedures. In return, they experience the reward of making a real difference in the community, working within a 
supportive team culture, and benefiting from a strong commitment to learning, development, and meaningful 
employment benefits. 

IMPACT Vision 
Improving lives  

IMPACT Mission 
Building a caring and inclusive community through opportunities which empower people, increase individual choice, 
improve resilience and increase social and economic participation. 
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IMPACT Values 
IMPACT Community Services culture is driven by the following values

 Put Wellbeing First  
 Build Trust in Relationships  
 Empower Others  

 Be Compassionate  
 Celebrate Uniqueness  
 Work Together  

 Create Positive Impact  
 Strive for Excellence 

 

Key Responsibilities 

Customer Engagement and Case Management 

 Establish strong, respectful and trusting relationships with clients and provide clear guidance and direction 
toward employment goals. 

 Motivate and engage with clients throughout all stages of their employment journey. 
 Provide coaching, mentoring and practical support to help clients achieve sustainable employment 

outcomes. 
 Recognise and celebrate milestones and achievements. 
 Apply person-centred case management principles, including barrier identification and management. 
 Support clients not only into employment, but into sustainable employment by addressing broader barriers 

including confidence, wellbeing, training, transport and community connection where required. 

Operational Performance and Service Delivery  

 Identify client goals, strengths and barriers to develop appropriate work and life action plans. 
 Create detailed action plans outlining employment goals, strategies, actions and milestones. 
 Conduct thorough initial assessments and ongoing reviews. 
 Complete Job Seeker Competency Indicators (JSCI) and capability assessments as required. 
 Review progress regularly and adjust plans or interventions as needed. 
 Maintain regular communication with clients to ensure continued progress toward employment. 
 Maintain organised schedules, appointments and servicing requirements. 
 Escalate complex issues or barriers requiring additional intervention. 

Employer Engagement and Employment Outcomes  

 Proactively identify employment opportunities through employer engagement, networking, account 
management and business development activities. 

 Build strong and lasting relationships with employers across the region. 
 Understand employer workforce needs, recruitment cycles and capability requirements. 
 Match clients to suitable employment opportunities. 
 Develop partnerships with employers to create ongoing and repeat employment opportunities. 
 Work with employers to support workforce planning, staff retention and customised employment 

opportunities. 
 Provide post-placement support to both employers and clients to maximise retention and sustainable 

outcomes. 
 Conduct workplace visits and maintain regular contact to identify and address issues early.. 

Stakeholder and Community Relationships 

 Build productive relationships with community organisations, training providers, advocacy groups and 
industry partners. 
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 Develop a strong presence within the local community to support employment pathways and referral 
networks. 

 Work collaboratively with teams and external stakeholders to improve outcomes for job seekers. 

Compliance and Quality 

 Ensure all service delivery activities comply with contractual deed requirements, guidelines, departmental 
requirements and organisational policies. 

 Maintain accurate and timely case notes, documentary evidence and records in ESS, Job Ready and other 
required systems. 

 Ensure documentary evidence is sufficient to support claims and outcome payments. 
 Support audits, file reviews and compliance activities. 
 Maintain high-quality administrative and record-keeping practices. 
 Contribute to continuous improvement and quality assurance processes 

Financial Contribution  

 Contribute to the financial sustainability of the program through achievement of performance outcomes and 
effective management of resources. 

 Identify opportunities for efficiencies and improved service delivery where appropriate. 

Workplace Health & Safety (WH&S)  

 Locate and access WHS information relevant to own work role. 
 Perform work in accordance with WHS legislation, policies and procedures. 
 Apply and promote WH&S principles in all aspects of service delivery and workplace conduct. 
 Identify hazards and report risks or incidents promptly. 
 Contribute to workplace health and safety processes. 
 Participate in emergency and incident response as required. 

Cultural Competence 

 Engage effectively across cultures. 
 Tailor services to meet diverse social, cultural, and linguistic needs. 

General 

 Other duties as required, taking into consideration the experience and qualifications of the staff member 
and the level of the position, and including assisting with activities which are beneficial to the wider 
organisation. Where Higher Duties apply the relevant Award will be followed. 

Position Requirements  

Essential qualifications, skills and experience 
 Relevant tertiary qualification or equivalent experience in employment services, case management, 

coaching, mentoring, rehabilitation or a related human services field. 
 Demonstrated experience in case management or frontline service delivery, supporting people to overcome 

barriers and achieve employment or other meaningful outcomes. 
 Strong interpersonal and communication skills, with the ability to quickly build rapport, establish trust and 

effectively engage with job seekers, employers and stakeholders from diverse backgrounds. 
 Demonstrated ability to coach, motivate, challenge and support individuals to achieve goals, using a 

person-centred and outcomes-focused approach. 
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 Strong organisational, administrative and time management skills, with the ability to manage a diverse 
caseload, competing priorities and deadlines in a fast-paced environment. 

 Sound problem-solving, resilience and decision-making capability, with the ability to remain calm, 
adaptable and solutions-focused in complex situations. 

 Ability to interpret and apply contractual guidelines, policies, procedures and compliance requirements, 
with strong attention to detail and record keeping. 

 Strong computer literacy and the ability to work effectively both autonomously and as part of a collaborative 
team. 

Desirable qualifications, skills and experience 
 Experience in: 

o Workforce Australia, DES or similar contracted employment services programs. 
o Employer engagement, business development or placement-focused roles. 
o Working in target-driven, compliance-focused service environments. 
o Supporting diverse client cohorts, including people experiencing complex barriers to 

employment. 
o Knowledge of employment services contract guidelines, funding models and performance 

frameworks. 

Child Safe Organisation 

IMPACT is a Child Safe Organisation and is committed to the safety and wellbeing of children and young people. All 
employees of IMPACT must follow the National and Queensland Principles for Child Safe Organisations and all of 
IMPACT’s internal policies and procedures in relation to safeguarding a child or young person.  

Licensing and Administrative Requirements 

Please note that employment is subject to obtaining/holding all requirements listed below and that failure to 
comply may lead to termination of employment. These requirements must be maintained throughout the 
employment period. 

 Queensland Driver’s Licence / C Class 
 This position must hold a possession of, or willingness to obtain, a QLD Working with Children clearance (Blue 

Card). 
 National Police Check (AFP). 

Employee Acknowledgement 

I have received, reviewed, and fully understand the position description for this role. I further acknowledge that I am 
responsible for the satisfactory execution of the essential functions outlined therein, under any and all conditions as 
described. 

Employee Name:  

Date:  

Signature:  

 


