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  MACE POSITION DESCRIPTION

Position Title:

Training Services Manager

Reports to:


Chief Executive Officer
Hours:


38 hours per week
Total Salary Package:
$60,555 package 

Includes base salary of $55,555 and superannuation of $5,000. 

MACE Incorporated

MACE Incorporated is a community provider of Children’s Services, Community Services and Training Services to Mansfield and district and the North-East region of Victoria. It is a Registered Training Organisation,  a Neighbourhood House and manages a long day Child Care Centre and the Mansfield Community Men’s Shed.

A voluntary Board of Management is responsible for employment, organisational policies, legal and management issues. It delegates its authority to the Chief Executive Officer for its day-to-day operations.

Vision
Linking the Community Through Learning. 

Position Summary

The Training Services Manager will research, develop, implement and monitor the delivery of  MACE Training Programs including Government Funded, Accredited and Fee for Service programs, courses and activities that meet the educational and vocational needs of Mansfield and district, and the North-East region of Victoria as relevant.

Key working relationships include: Board of Management, CEO, administration staff, Trainers/Assessors, students, other community training organisations, Mansfield Shire Council, state and federal government departments and the general public.

Reports to, and is directly accountable to the CEO for their performance including participation in an annual performance review at which professional development needs will be identified and actioned.

Key Responsibilities

1. Program Development

· Identify and research appropriate programs, courses and activities that are financially viable and fall within MACE’s objectives as per the Strategic Plan. 
· Develop and implement market surveys annually, report outcomes and make recommendations to the CEO to ensure MACE is continuing to provide courses in line with community needs and the strategic plan.

· Ensure a balanced, community focused program is delivered each term.

2. 
Program promotion & marketing 

· In consultation with the CEO, promote and publicise courses, using a variety of mediums and within budget constraints, to ensure successful participation.
3.
Program Planning and Co-ordination

· Plan, develop and implement a MACE Program brochure 4 times per year.

· Compile a Delivery Plan each year, in consultation with the CEO 

· Plan, develop and implement program, course and activity timetabling  
4. 
Program delivery & expertise

· Responsible for maintaining relevant and up-to-date skills, knowledge and experience of programs and services delivered within the business unit.  This includes

· ACFE

· Skills Victoria

· General Training
· Interview, advise and liaise with participants as required, to ensure the appropriate placement of students in classes.

· Oversee student enrolments and administration.

· Manage equipment and resources necessary for delivery of courses
· Ensure all participants, prior to enrolment, are provided with the following information:

· Client selection, enrolment and induction/orientation procedures;

· Course information, including content and vocational outcomes;

· Fees and charges, including refund policy and exemptions (where applicable);

· Provision for language, literacy and numeracy assessment;

· Flexible learning and assessment procedures;

· Appeals, complaints and grievance procedures;

· Disciplinary procedures;

· Staff responsibilities for access and equity;
· Welfare and guidance services;

· Recognition of Prior Learning (RPL) arrangements. 
5.
Manage staff 
· Recruit and select appropriate Trainers and Assessors in accordance with MACE Policies and Guidelines. 

· Manage Training staff including

· Staff induction

· Developing work plans

· Performance agreements and performance appraisals

· Identify and manage professional development

· Provide support to Trainers and Assessors that will ensure that the quality standard of delivery of each course is maintained.

· Liaise regularly with Trainers and Assessors to ensure that students’ progress and attendance is monitored.

6. 
Manage financials


· Cost programs, courses and activities that fall within budget specifications
· Manage and monitor program, course and activity budgets
· Monitoring the performance of the service unit against budget

· Meeting service unit revenue targets

· Understand and control service unit expenses

· Monitor key performance indicators of the service unit as outlined in contracts 

· Participate in monthly management team financial meeting.

7. Manage evaluation and compliance
· Manage the quality assurance of accredited programs and MACE’s status as a Registered Training Organisation (RTO) 
· Responsible for all reports, accountabilities and standards associated with program delivery.
· Evaluate all program delivery each term and respond to issues identified including
· Reporting to CEO
· Reporting actions taken to ensure continual improvement of delivery

· Responsible for the evaluation of funded courses using the Student Satisfaction Surveys as required by ACFE and the National Quality Council.

· Responsible for the collation and reporting of SSS outcomes to ACFE and the National Quality Council.

· Monitor and evaluate the performance of all Trainers and Assessors to ensure the professional standard of delivery of courses in line with MACE Policies, VRQA Standards and AQTF Standards.

· Maintain accurate statistical/data collection that meets AQTF, ACFE, VRQA, Skills Victoria, other funding bodies and MACE requirements.
8.
Liaison/Networking

· Develop and maintain effective and appropriate external networks including

· Hume Continuous Improvement Group
· Mansfield Shire Council
· Mansfield Secondary College
· CEO to ensure that the organisation’s internal quality assurance processes are implemented and monitored for improvement, program planning and content, course costings, advertising.
· Other service providers, businesses and educational organisations to build relationships and develop a co-ordinated, co-operative service delivery.
· Trainers, students and the community to identify needs and deliver a quality service.

9.
Other duties

· Preparation of reports for the CEO as requested.
· Act on behalf of the CEO in their absence.

· Take on other duties consistent with the position, as directed by the CEO.

Key Selection Criteria

Demonstrated:

KSC 1
Highly developed interpersonal and communication skills inclusive of oral and written, negotiation and facilitation

KSC 2
Professional and organisational abilities including the ability to effectively manage time, delegate and meet deadlines

KSC 3 
Ability to work unsupervised in the planning, implementation and delivery of accredited and pre-accredited training, educational and community support programs

KSC 4
Knowledge of Skills Victoria, ACFE, AQTF and VRQA requirements

KSC 5
Ability to prepare and monitor budgets

KSC 6
Ability to write reports, submissions and tenders

KSC 7
Excellent computer skills particularly Microsoft Office Suite
KSC 8
Understanding of and commitment to adult learning principles

Qualifications

Mandatory:

KSC 9
Tertiary qualification in Education and/or Community Development or associated field. 
KSC 10
Certificate IV in Training and Assessment - TAA04.



 Important notes

All staff should ensure that all actions and decisions made reflect the overall objectives as well as the Mission Statement of MACE.

All MACE staff should have a basic understanding of Occupational Health & Safety requirements and must ensure that their work practices reflect this.

Networking is a crucial part of this position.  There may be times you will be required to attend meetings during daytime hours as well as evenings. 
Applications must address the key selection criteria.

Applications, including the names and contact details of three referees, marked ‘Confidential’, addressed to Paul Sladdin, Chief Executive Officer, MACE Inc, 145 High Street, Mansfield, 3722 must be received by close of business on July 9, 2010. Applications may be electronically received via email at ceo@mace.org.au 
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