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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: In-Work Support 

Position Overview: 

This focus of this role is to provide ongoing support to clients and employers to ensure 

sustainable employment and outcomes are realised. The In-Work Support role: 

• Devise’s interventions and solutions to work with clients and employers to improve 

prospects of maintaining sustainable employment.   

• Works with employers to appropriately plan and develop their workforce to create 

future employment opportunities and to improve overall staff retention 

 

Award: 
Labour Market Assistance Industry Award 
2020 

Classification: 
Employment Services 
Officer Grade 2  

Department: Workforce Australia Position Code: 04.001.07 

Accountable To: Manager Employment Services 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. 

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 
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Key Responsibilities 

• Achieve key performance indicators by supporting clients in sustaining new employment throughout the 4-

week, 12 week and 26-week milestones.  

• Provide support to employers to maintain existing employment placements and develop future employment 

opportunities. 

• Visit workplaces as needed for brokered placements and upon request for ‘found own employment’ 

placements to assist employers and clients in addressing identified challenges or barriers that may arise.  

• Keep clients and employers aware of their employment obligations through regular communication and a 

post placement support schedule. 

• Introduce and advise on solutions and effective interventions when required.  

• Provide guidance on appropriate training. 

• Maintain progress updates and reviews with clients and employers. 

• Provide advice to employers about how to best support any employee with complex needs. 

• Ensure service delivery activities comply with the requirements of the contractual deed, guidelines and 

organisational policies. 

• Source documentary evidence where consent is given to ensure claims can be processed and submitted 

on time.  

• Record actions within the required timeframes, maintain schedules with documentary evidence and 

attempts to contact. 

• Support clients with the use of the Employment Fund. 

• Work with Mentors to wrap services around clients new to employment.   

• Take reasonable care for personal health and safety in the workplace and that of others.  

• 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 

organization. Where Higher Duties apply the relevant Award will be followed. 

Position Requirements  

Essential qualifications, skills and experience 
• Ability to develop and maintain employer relationships and determine key decision-makers  

• Superior negotiation skills with the experience to overcome objections and challenges 

• Excellent oral and written communication skills with the ability to adapt style to suit the audience 

• Exceptional customer service and interpersonal skills and demonstrate empathy with accountability 

Desirable qualifications, skills and experience 
• Tertiary qualifications within Employment Services, Customer Service or Community Services  

• Previous experience in Employment services is desirable 

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.  
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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:  

 


