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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: Coach 

Position Overview: 

The WORKFit Coach supports clients to: 

• Develop fit for purpose resumes and cover letters using the JOBScan 
software.  

• Assist with job preparation and interview techniques. 

• Support jobseekers to develop new and transferable skills to assist them 

to secure employment.  

• Lead one-on-one and group sessions to build the employability skills of 

jobseekers with a focus on digital literacy using the GO1 library. 

• Supports clients to maintain employment 

 

The position of WORKFit coach cannot be achieved from home and must be 
performed in the workplace.  

Award: 
Labour Market Assistance Industry Award 
2020 

Classification: 

Employment 
Services Officer 
Grade 2 

Department: WORKFit Position Code: 04.024.08 

Accountable To: Site Lead 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 

Networking and marketing    

• Recruit eligible clients and enrol them – with a focus on creating strong referral pathways with employment 

service providers and community organisations.  

• Promote WORKFit to employment service providers and community organisations, with support from the 

MARCOMMS team. 

Client support 

• Support clients to develop a plan to acquire skills towards their employability goals and navigate the Go1 

online learning platform. 

• Facilitate one-on-one and group training sessions for clients including but not limited to: helping to develop 

soft employment skills, improve self-esteem, motivation, resume writing, job searching skills and interview 

techniques. 

• Provide digital support to clients to develop fit for purpose resumes and cover letters using JOBScan 

software. 

• Plan and develop programs that appeal and are appropriate to clients for one-on-one and group sessions. 

• Deliver effective support to assist clients with their learning goals and maintaining employment. 

• Provide effective support to assist employers to manage clients in their workplace. 

Service delivery  

• Case management of up to 150 clients. 

• Provide case management services and contact with clients using a variety of communication channels – 

telephone, email, text message, face to face. 

• Monitor the client’s journey, exiting those clients who secure employment or transition to further education. 

• Achievement of monthly Key Performance Indicators.  

Data and reporting  

• Record all interviews and successful job outcomes. 

• Record trends in skills acquisition. 

• Prepare reports on client activity and outcomes for submission to the Department of Social Services. 

• Monitor software usage to ensure all clients are accessing the: 

•  Go1 online learning platform and are progressing with development activities. 

• JOBScan platform and are progressing with job search activities. 

Teamwork  

• Contribute to team meetings to identify work priorities and areas for improvement. 

• Actively participate in program evaluation and continuous improvement initiatives. 

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

• Current knowledge, or ability to gain knowledge, of local labour market conditions and opportunities 

• Sound written, verbal and facilitation skills 

• Demonstrated technology skills with proficiency in Microsoft Office applications 

• Excellent digital literacy with a focus on digital learning  

• Demonstrated experience in assisting clients to identify goals, strengths and/or obstacles to participation in 

employment and/or the community 

• Track record in:  

- planning, developing and delivering training programs to jobseekers OR  

- delivery of non-vocational training in a group environment  

- maintaining accurate online records for compliance requirements 

• Ability to develop and maintain networks with employers and local community organisations 

• Relevant lived experience and/or demonstrated understanding of the barriers to employment 

Ability to: 

• Set priorities and achieve key performance indicators outcomes in a performance driven environment 

• Engage and influence people through developing effective working relationships 

• Work collaboratively with to develop a tailored plan to achieve the desired outcomes 

Desirable qualifications, skills and experience 

• Experience in: 

- Effectively dealing with clients in difficult situations 

- Employment Services, Career Guidance or Community Service industries 

- Telephone counselling  

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).  
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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:  

 


