(Organisation name)

ACTIVITIES WORKER
JOB DESCRIPTION

ACCOUNTABLE TO:
(Organisation name) Management Committee

RESPONSIBLE TO:
Program Coordinator and Project Manager

Duties:
1. Provide supervision for children, young people and families participating in planned activities in a range of locations across town.

2. Provide support and assistance for older people, people with disabilities and their carers participating in planned activities in a range of locations across town.

3. Provide a safe and positive environment for community members attending community centres from which activities are being provided.

4. Build and maintain positive and active relationships with participating community members at all times.

5. Encourage self respect and respect for others in all interactions with participants, colleagues and attending service providers.
6. Provide feedback about the success/failure of activities to the Program Coordinator and ideas about what may be more successful in future.

7. Provide receipts to the Program Coordinator for any monies spent as part of your work.

8. Where it is identified that there is or may be abuse of children taking place, provide this information to the Program Coordinator and/or the Project Manager who will ensure that we meet our obligations to protect children from abuse.

9. Where it is identified that a person other than a child is or may be being abused or intimidated, provide this information to the Program Coordinator and/or the Project Manager for consideration and follow up as necessary.

10. Contribute to ensuring that the activities locations are safe for all in attendance, including children and community members and staff.

11. Where a danger or potential danger is noticed that cannot be easily fixed at the time, ensure that the problem is referred to the Program Coordinator and/or Project Manager as soon as possible.

12. At all times follow policies and procedures developed to provide stimulating and safe activities of the project.

13. If you have any concerns about any part of the activities or participants, discuss them with a supervisor as soon as practical.

14. Participate in a positive way with supervision and training as negotiated with project staff.

15.  Abide by the (Organisation name)’s policies, including the (Organisation name)’s Customer service standards, Mandatory reporting requirements, Code of Conduct, Anti Discrimination policy and Access and Equity policy.

Hours of employment: (Note here the number of hours per week the position involves)
Conditions of employment: (Include details such as: Whether the position is permanent or part time? Does it involve evening or weekend work? Is the position permanent, for a set period or dependent on funding?)
I HAVE READ, UNDERSTOOD AND AGREE to the above Statement of Duties.

Employee
date


Manager
date


I have received the (organisation name) 

· Customer service standards;

· Mandatory reporting requirements; 

· Code of Conduct;

· Anti Discrimination policy;

· Equity of Access policy

Employee
date

