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Applying for a Position

Appointments to positions with ACON are based on merit.  This means that the applicant who is judged to be the most capable of carrying out the duties of the position will be offered the job. The decision to appoint is based on the applicant’s written application, performance at interview, referees check, Criminal Record Check and/or Working with Children Check.  Please note that the records checks will only be required on offer of employment and will only be conducted at the end of the recruitment process once you have been identified as the successful candidate and consented to the checks.

The Job Advertisement

The job advertisement and the position description provide the basis for the selection process as they specify precisely the selection criteria, competencies and experience needed to satisfactorily perform the duties of the position.

Preparing an Application

Your written application must stand on its merits. Do not assume that the selection panel knows what you have achieved in the past. If you do not demonstrate how you meet the criteria for the position you will not be called for an interview.

The completeness and relevance of your application will determine whether or not you are called for an interview. Where a large number of applicants meet the essential and desirable requirements, only those applicants who most strongly meet the requirements will be selected for interview.
There are three (3) steps to preparing an application:

1. Complete an ACON Employment Application Form (available at http://www.acon.org.au/about-acon/jobs) and attach it with your application.

2. Address all of the “Selection Criteria” as outlined in the following position description. You are required to state how your skills, knowledge, experience and qualifications relate to the position. To do this, address each criteria separately in point form. You should use statements with examples that clearly demonstrate your competency in a particular area. Applicants who fail to demonstrate that they meet the requirements of the position will not be invited to attend an interview.

3. Attach an updated copy of your resume, including the contact details of three referees, one of which may be a personal referee.

Please note that it is not necessary to send in copies of your qualifications, references or awards at this time.

Where to Send Your Application

You must forward your application to ACON by the closing date stated in the advertisement. 

Email:

vacancy@acon.org.au 

Postal:

Human Resources Unit

PO Box 350

Darlinghurst NSW 1300
If you are sending your application by email please ensure that it is in Microsoft Word format.
After Applying for a Position

If you have applied via email, you will be sent a return email confirming that your application has been successfully received. Your application will then be reviewed and we will contact you directly to discuss your application. If you are successful in gaining an interview, the hiring manager will contact you by telephone to arrange a suitable date and time for the interview. Otherwise, we will contact you by email to advise you that your application has been unsuccessful on this occasion. 

Working at ACON

Employment at ACON is defined within the terms and conditions of the AIDS Council of NSW Inc Enterprise Agreement – 2008-2010.

Following is a link to the ACON Enterprise Agreement:

http://www.acon.org.au/sites/default/files/EA-2008-2010-ACON.PDF
Position Title:
Workplace Education and Relationship Manager
Work Level:

Service Manager

Reports to

Senior Program Manager, Pride in Diversity

Direct Reports

This position does not have any employees reporting into it.  The position manages a member portfolio while contributing to other aspects of the project.

Position Overview

This position will work closely with the Senior Program Manager of Pride in Diversity and other staff within the Pride in Diversity team to support employers in all aspects of LGBTI workplace inclusion across a wide range of industries and sectors.   In addition, this individual will assist with the development and delivery of training programs, workplace inclusion projects, running of member roundtables, facilitating strategy planning sessions, presenting program benefits to potential member organisations and responding to member queries and requests.  A significant component of this position will be the development and maintenance of key stakeholder relationships. This position will also be responsible for assisting with the day-to-day operational aspects of Pride in Diversity and contributing to other projects currently undertaken by the team.

Main Activities
· Build and enhance strategic relationships with members to ensure satisfaction and engagement with the program.

· Provide ongoing support to member organisations in all aspects of LGBTI workplace inclusion as and where required.

· Manage your portfolio of members with accurate and current records.
· Source and secure new members nationally, building relationships with potential members through a variety of lead types including cold calling.

· Assist with the provision of training to member organisations nationally.
· Assist members with LGBTI workplace inclusion projects / initiatives as required.

· Assist with key PID program deliverables:  Australian Workplace Equality Index, AWEI Awards Luncheon, Pride in Practice Annual Conference, Publications.

· Identify and act on opportunities for improvement of existing programs/services.

· Manage the development, implementation, evaluation and monitoring of individual activities and outputs to achieve established goals and objectives in line with the Pride in Diversity business plans.

· Actively participate in and contribute to an ongoing process of program development, team meetings, general staff meetings, quality improvement and professional development strategies.  

· Perform other duties to assist with the work of the Pride in Diversity as requested by your supervisor (or designate).  

Selection Criteria:

Essential:

· Team player.  Ability and willingness to work across divisional projects as and when required.

· Experience within LGBTI workplace inclusion initiatives either at diversity practitioner level or as an active member of an LGBTI employee network.

· Exposure to HR policies and practices, particularly in relation to HR policy documentation, staff benefits, bullying/harassment, employee engagement.

· Proven track record of effective training delivery within a corporate or government setting.

· Ability to travel nationally on a semi-regular basis to assist member organisations across WA, SA, NSW, QLD, VIC and ACT.
· Superior verbal and written communication and presentation skills with high attention to detail.  
· Ability to diplomatically and effectively liaise with a diverse group of people at varying levels of seniority.
· Superior organisational capability and/or ability to juggle multiple tasks and competing priorities.

· Exceptional people and service delivery skills with ability to deal with difficult situations diplomatically as required.

· Ability to work comfortably in a fast-paced, constantly changing environment where jobs may overlap and team collaboration and engagement is essential.

· Professional representation of the company and members you represent at all Pride in Diversity events, include celebratory and social.

· Current NSW driver’s license.

Desirable

· Professional qualification in HR, Learning & Development, Organisational Development or Organisational Psychology highly valued.

· Experience working with Pride in Diversity or a comprehensive understanding of the program offerings.

· Experience or knowledge of LGBTI diversity and inclusion initiatives across Asia Pacific.
Additional Information

This is a full time position (35 hours/week).
The salary range for this position is $67K-74K pro rata per annum plus superannuation and leave loading. You may also elect to salary package a portion of your salary (up to $30,000 gross-up value) tax-free.
For further information regarding this position, please contact Ross Wetherbee on 02 9206 2000.
Applications close 5pm 27 June 2016.
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