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Employment Consultant




Organisation profile

WORKSTAR is a specialist employment agency based in Nelson. Our goal is to promote the inclusion of people with disabilities in the community through supported employment based on the belief that this is an effective way to develop independence, skills and self-esteem and to break down prejudice.

Our services are at no cost to employers and job seekers.

We provide Supported Employment working with local employers to:

· Place people with disabilities into the mainstream workforce. 

· Provide job training. 

· Provide on-going support to both the jobseeker and the employer. 

WORKSTAR is the brand name of the Village Community Trust, a charitable trust, which has been operating since 1990. We work with people with psychiatric, intellectual, physical or sensory disability and annually help over 100 people to find productive, paid work.

WORKSTAR advocates for the right of people with a disability, or barrier to employment, to take their place in the workforce, to develop their skills and have opportunities that meet their vocational needs and aspirations.
Position overview
This position is part of a team of Employment Consultants who are responsible for providing recruitment services to employers, preparing clients for employment, supporting clients while they are in work and collaborating with other agencies. The position reports to the Manager, Services.
Duties and responsibilities

· Identify and attract clients, employers and training providers to use WORKSTAR services.

· Develop and maintain relationships with relevant agencies and stakeholders.
· Determine the client’s aspirations through a needs assessment and create an individualised career plan which may include training.

· Assessing the social and clinical needs of clients and making appropriate onward referral or introduction to relevant client centred programmes.

· Evaluate workplace requirements and support needs.

· Help clients to prepare a CV and job application, enhance their interview skills and assist with negotiations. 
· Identify and secure suitable work or training opportunities for clients.
· Assist employers to select employees, prepare job descriptions and employment contracts and advise on relevant employment issues.
· Support clients while they are in work with orientation, work trials, coaching and ongoing support.

· Develop resources and services as required. Enhance and follow policies and procedures.
· Achieve job placement and service level targets.

· Maintain accurate and up to date client records, contact database and provide statistical information as per service agreement.
Qualifications, requirements and attributes of the position
Required

· Relevant tertiary qualifications, credentials or certification.

· At least two years relevant work experience. 

· Attention to detail and well organised.
· Ability to work independently and unsupervised on a day-to-day basis.

· Proven track record of achieving results.

· Previous experience and success in building and maintaining relationships with diverse groups of people.

· An understanding of the principles of the Treaty of Waitangi. 
· A non-judgemental attitude.

· Self-motivated and disciplined

· Excellent verbal and written communication skills.

· Competency in using MS Word and Excel.

· Current drivers licence.
· Willingness to travel and stay away from home as necessary.

· Legally eligible to work in New Zealand.

Preferred
· Owner of a vehicle that can be used to carry out duties and responsibilities.

· Knowledge/understanding of New Zealand employment legislation.

· Knowledge/understanding of supported employment processes.

To be successful as a member of the WORKSTAR team you will also:
· Have a passion for our goals with a strong desire to make positive changes to WORKSTAR.

· Be an innovative and creative thinker and not afraid to try something new and inspire others to do so.

· Work independently and as part of the team.

· Have a strong work ethic, take initiative and require minimal direction.
· Have exemplary personal and professional integrity.

Hours of work
37.5 hours per week Monday to Friday between the hours of 8.00am and 6.00pm.

Remuneration
Salary is paid according to the current WORKSTAR salary policy. Non-monetary compensation includes a unique opportunity to be part of an innovative and fun organisation that is changing the world by removing prejudice so people with barriers to employment can find and stay in meaningful work. 
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