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POSITION DESCRIPTION (Jobs Fund Project, August 2010)
Title:
Online Sales Training Supervisor (Jobs Fund Project) 
Enterprise Agreement:
Community Sector Multiple Enterprise Agreement 2009 (ACT) 

Classification:
Community Services Worker, Level 4, Paypoint 1
Usual work location:
Club 12/25 (Canberra, City) 
Cost Centre:


161
Usual hours of work:
Part time position with a fixed 60 hrs per fortnight
Position Objective:
To support, train and supervise disadvantaged young people up to 25 years, who are either employed as trainees or participating in work experience within our Online Sales Section that will be selling donated items via eBay. The Online Sales Supervisor will also be required to oversee the daily operational aspects of this section with the support of Project Coordinator. 

Position Responsibilities:

· To support, supervise and induct disadvantaged young people up to 25 years into the operational aspects of Anglicare Canberra & Goulburn Online Sales Section.
· To monitor and manage efficiently the daily operations of the Online Sales Section with the support of the Project Coordinator.

· To identify sales trends
· Comply with Occupational Health and Safety policies and procedures, ensuring a commitment to safety in the workplace.

· Commitment and participate in quality improvement processes.

· Work within the Policies Procedures of Anglicare Canberra & Goulburn

Key behaviours:

· Recognises, anticipates and focuses on specific trainee/work experience needs and advocates on their behalf.
· Communicates clearly and accurately – listens to and understands the views of others.

· Recognises and responds to unanticipated events and requirements or sudden changes of priority.

· Establishes cooperative and productive relationships by understanding and responding to the needs of others.

· Is a self-starter and self-motivated and maintains a high level of enthusiasm for work responsibilities.
· Identifies and defines problems and feasible solutions through gathering and analysing information
· Adheres to routine and follows instruction in order to ensure consistency in process and result.

Key skills:
Essential

· The ability to support and supervise disadvantaged young people

· Good interpersonal & mediation skills
· Ability to work unsupervised and be self motivated
· Excellent digital design skills and the ability to teach others

· Ability to take, manipulate and transfer digital photo’s suitable for online sales.

· Good internets research skills
· Be computer literate and perform basic administration such as daily progress logs

· Have a friendly and helpful customer service manner.

· Clear, pleasant, professional and confident telephone manner
· Sound numeric, verbal and written communication skills

· Current drivers License.

Desirable

· Experience in online sales/purchases
· Retail skills
Key knowledge areas:

· An understanding of working with and/or supporting young people

· An understanding of popular culture, social media, eBay and the internet

· Excellent knowledge of Abobe Photoshop, Illustrator, InDesign and/or Dreamweaver

· An understanding of how physical & mental health issues including social, cultural, educational and economic issues may act as barriers to obtaining & retaining employment.
· An understanding of the importance of adherence to Occupation, Health and Safety legislations.

· An understanding of working within a non-profit community organaisation

· An understanding of community support services and/or community information resources for the ACT and Queanbeyan.
Key experience:
· Previous practical experience working with disadvantage individuals in particular young people up to 25 years.
· Previous teaching experience in particular digital design and/or digital photography
· Previous practical experience in a customer service environment and/or a retail outlet
Qualifications:
Visual Arts / Graphic Design/Youth Work/ Social Work/ Retail and/or Business
Reports to:


Coordinator, Jobs Fund Project 
Direct reports:
Jobs Fund Trainees, Traineeships and Work Experience Placements.
PAGE  
1

