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This document is your roadmap to success. It is an important tool that supports your volunteer time at Cire and
beyond. Our aimis to be clear about what you need to do to achieve success personally and professionally. We
will describe the types of activities, tasks and responsibilities that shape your role, as well as showing you what
it looks like when you have been successful. It is also important to understand that your behaviours, attitude
and demonstration of Cire’s Values form part of your success.

Organisation Profile Our Values

Cire Services Inc. is an advanced, community based, not for profit
organisation. Cire operates a range of services to meet community needs
through education and provision of services.

e We are a Registered Training Organisation (RTO) offering
accredited, pre-accredited, work skills and leisure courses.

e Our Community School, a registered independent school, provides
secondary curriculum to students in an alternative school Respect
environment.

e Family and Children’s Services supports children’s services for long
day care, pre-school programs, occasional care, vacation care and
before and after school care.

e Community Hubs, bringing people together to connect, learn and
contribute in their local community through social, education,
recreational and support activities.

OVERVIEW

Title Program Facilitator Volunteer Officer
Business Unit Community Hub

Department Community Hub

Reports To Executive Manager - Community Hubs
Primary Location Chirnside Park

Date Prepared May 2019

ROLE PURPOSE

The Program Facilitator Volunteer Officer supports the Community Hub by running a program within the Hub
for the local community.

The program/groups run are determined by the skills and abilities of the Program Facilitator, in line with the
identified needs/interest within the community.

Support is provided by Community Hub staff for the development, marketing and running of the program
where needed.

PARAMETERS

Direct Reports None

Key Internal Stakeholders | Managers, ELT, CEO, Board, Education and Training department, Community
Hub Coordinators
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Community groups, community members, community organisations,
neighbourhood houses, service providers
1. Delivering an engaging program/group suited to the participants

Key External Stakeholders

Key Challenges 2. Adapt content/set up of program in accordance with participant needs,
interests and feedback where appropriate

ROLE REQUIREMENTS:

° Clear National Police Check
° Working with Children Check (Volunteer) (Victorian)

YOUR AREAS  WHAT YOU DO

e Provide specific skills/knowledge/experience to support the development of a
program or group to be run at the Community Hub. This may be one off events,
multiple sessions over a set period of time (ie a Term) or an ongoing
weekly/fortnightly/monthly group.

e Facilitate or Co-Facilitate the program/group per the determined schedule

e Assisting with setting and packing up for the program/group

e Assist with marketing the program/group within own networks if appropriate

Values e Demonstrate and work with:
e Integrity; we do what we say, and we stay true to our values and commitments;
e Respect; We respect those in our communities, and
e Quality we focus on providing high quality services across all aspects of our
organisation.
OH&S e Understand WorkSafe requirements and act responsibly
e Comply with OH&S standards and responsibilities
e Report hazards and incidents immediately or within 24 hours at the latest
e Regularly check the workplace for safety
e Ensure other employees are operating safely, and address unsafe practices.

| confirm that | have read and understand my requirements, accountabilities and outcomes as outlined in this
Volunteer Role Statement.

Volunteer name

Volunteer Signature Date signed

Supervisor Signature Date signed



