OFFENDERS AID AND REHABILITATION SERVICES OF SA INC

JOB AND PERSON SPECIFICATIONS

	Title of Position
	Program Coordinator;

Circle of Support & Accountability (COSA)
	Position Number
	

	Division
	Services 
	Award
	SCHCDS

	Section
	Rehabilitation Treatment Services (RTS)
	Classification
	Level 5


	Location
	Adelaide Metropolitan


	Employment Type
	As per contract

	Delegated $ Authority
	N/A
	Probation Period
	6 Months

	Position Type
	As per contract
	Hours per. week
	As per contract


Job & Person Specification approved by the CEO: ........................................................  ...../...../.....

______________________________________________________________________________

JOB SPECIFICATION

1. Summary of the broad purpose of the position in relation to organisation goals.

The Program Coordinator Circle of Support & Accountability (COSA) coordinates the delivery of the COSA program, designed to assist participating offenders (also known as “Core Members”) to recognise and address their behaviours, facilitating a reintegration into society and reducing potential for recidivism.  The Coordinator is accountable and responsible for the smooth running of the COSA services, which includes coordinating and monitoring volunteer activity, facilitating the monthly ‘Housekeeping Meetings’ and providing both regular monthly reports and quarterly reports to the Team Manager RTS. 
OARS Community Transitions follows the SA Government Information Sharing Guidelines (ISG) to: Promote the Safety and Wellbeing of Children, Young People and their Families and this position is required to comply and act in accordance with ISG Policy and Guidelines. 

2. Reporting/Working Relationships

The COSA Coordinator reports to the General Manager Client Treatment Services
The Coordinator is expected to develop effective working relationships with other OARS services/staff, and external agencies and service providers and specifically the Department of Correctional Services. 

3.
Special Conditions 

· A current driver’s licence is required

· Appropriate Police Clearances must be maintained, as directed

· Will be required to sign a confidentiality agreement

· Some Intra-state travel may be required

Statement of Key Outcomes and Associated Activities
4 The COSA Coordinator is to work as part of a team to: 

· Be part of a Circle of Support and Accountability (COSA) to assist those incarcerated for committing a sexual offence to reintegrate back into their local communities and be accountable for their ongoing self-management, with the aim of preventing reoffending.

· Assist the General Manager CTS to recruit, train, and supervise COSA Volunteers.
· Identify and report any and all concerns that may arise from COSA meetings or one to one interaction with the Core Member(s) to the General Manager CTS.

· Ensure that all contact and interactions with the Core Member(s) are promptly and accurately recorded, that key information is highlighted, and any appropriate actions taken
· Monitor Volunteer Members actions and activities to ensure that they are in line with all conditions as set out in the COSA Volunteer Code of Conduct and the Circle Contract.
· Increase community engagement for Core Members that are isolated due to their past offending behaviour  

· Support the Core Member to address their individual barriers by providing support, guidance and appropriate referrals to external agencies.

· Reduce recidivism.

· Participate and enhance the experience and numbers of active COSA volunteers to support program delivery.

· Facilitate COSA monthly “Housekeeping” meetings, including minutes and associated admin.
· Ensure accurate record keeping, appropriate referrals and any associated reports or support letters are undertaken professionally and within a timely manner

· Maintain all Volunteer forms and uploading required forms to the Intranet

· Booking venues and liaising with venue staff 

· Facilitate assessment and allocation of Core Members

· Liaise with Community Corrections Officers regarding proposed social activities for Core Members and as needed in relation to concerns or positive progress. Interaction with ANCOR officers if required.
· Ensure and maintain a sound understanding and adherence of Statutory conditions

· Provide regular oversight of all one-to-one Core Member contact records

· Participation in designated activities for the purpose of program evaluation.

· Ensure the service is promoted in a positive manner to the community 

· Any other duties as directed 

5. 
Work Health and Safety

· Maintain a safe work environment in accordance with the organisation’s Work Health and Safety Policies and Procedures

· Participate in mandatory Work Health and Safety training sessions

· Proactively identify and report hazards in the workplace

PERSON SPECIFICATION
Essential Minimum Requirements:

Educational/Vocational Qualifications
Tertiary qualification in a human services discipline and/or equivalent knowledge and experience in case managing people, either ex-offenders or individuals who are experiencing high levels of need and disadvantage. 

Personal Abilities/Aptitude/Skills

· Ability to emphasise with disadvantaged people in general and those interfacing with the criminal justice system.

· Ability to prepare reports and maintain accurate records.
· Excellent communication and proven crisis intervention skills.
· Ability to develop and maintain professional networks.
· Working with people from a range of cultures and social backgrounds.

· Empathy for people experiencing isolation, marginalisation and stigma associated with their offending history

· Ability to enter information onto a database

· Ability to work within a correctional facility

Experience
· Working cooperatively with a range of service providers.
· Overseeing a team of staff and/ or volunteers

· Oversight of the coordination and delivery of services to clients

· Working with minimal supervision.
· Advocacy and networking. 

Knowledge
· Referral processes to external agencies.
_____________________________________________________________________________
DESIRABLE CHARACTERISTICS

Educational/Vocational Qualifications

· First Aid Certificate.
Personal Abilities/Aptitudes/Skills

· To have a non-judgmental attitude to people within the community and ex-offenders in particular.

· Ability to maintain client information in the strictest confidence.

· Empathy with the ideals / objectives of the Circle of Support & Accountability program.
· Leadership skills.
· Conflict resolution skills

· Communication skills

Experience

· Case Management.

· Interviewing and assessment skills.

· Experience in encouraging and supporting people from diverse backgrounds

· Knowledge of local communities and services.

· Experience in the use of computerised client information systems.

· Experience in assessing needs and risks of disadvantaged people and ex-offenders in particular.

Knowledge

· Criminal Justice System.

· Workplace Health, Safety and Welfare Principles.

· A basic understanding in Restorative Justice Principles.

Acknowledged by Occupant

I confirm that I understand and agree to the expectations of this role as listed in this Job Description and confirm that I have the skills and experiences to undertake these.
Name…………………………………..Signature………………………………..Date……………..
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