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POSITION DESCRIPTION 
POSITION TITLE Youth Development Coach 

DIVISION Transition to Work 

DEPARTMENT Youth Transitions 

REPORTS TO TTW Site Manager, Broadmeadows 

REMUNERATION RANGE $61,915 - $66,990 

 
ORGANISATIONAL PURPOSE 
Established during the Great Depression, the Brotherhood of St Laurence was the vision and 
creation of Fr Gerard Tucker, a man who combined his Christian faith with a fierce 
determination to end social injustice. The BSL has developed into an independent 
organisation with strong Anglican and community links. Today, we continue to fight for an 
Australia free of poverty. 
 
At the Brotherhood of St Laurence, we are defined by the people that make up our 
organisation. With 600 employees and 900 volunteers across more than 50 sites, together we 
strive to help people experiencing disadvantage through research and policy and services and 
advocacy.  
 
As well as providing services and programs for families and elderly on low incomes, refugees, 
young people and the unemployed, we research the causes and effects of poverty and 
advocate national and local policy solutions for people who are disadvantaged. 
 
The BSL is currently focusing its work on strategies to alleviate and prevent poverty for those 
people most at risk at the four transition stages considered critical to their future well-being: 
the early years, the years from school to work, periods in and out of work and retirement and 
ageing. 
 
The Brotherhood Strategic Plan for 2015-2020 has three key priorities which are supported by 
action plans for each of its Divisions and major programs.  These are to: 

 to demonstrate how to reduce disadvantage and increase social, civic and economic 

participation through quality, evidence-based policy, programs and practice 

 to undertake quality research, gather knowledge and evaluate evidence to inform and 

support our work 

 to work collaboratively and in partnership with others to influence policy and practice.  

 to strengthen our organisational capability to support innovation and respond flexibly to 

changed circumstances 

 to collaborate with Aboriginal and Torres Strait Islander peoples and ensure the 

Brotherhood supports their rights and aspirations. 

 
Each of these priorities is underpinned by well structured, researched and documented body 
of knowledge to support all elements of work within the Brotherhood.  
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DIVISION & DEPARTMENT PURPOSE 
The Through School to Work transition area has a focus on developing programs that ensure 
that young people have the opportunity to engage in education, training and employment. The 
Youth Transitions department focusses on young people aged 15 and over, who are 
disconnected from education or employment, to make the crucial step into the world of work. 
 
The Transition to Work (TTW) program provides young job seekers aged 15-21 with intensive 
one-on-one support to gain employment or to continue their education. Funded by the 
Australian Government, more information on this program may be accessed at 
https://www.employment.gov.au/transition-work. 
 
POSITION PURPOSE 
The role of the Youth Development Coach is to support the engagement and progress of 
young people in the TTW program, during and post-program. This includes responsibility for 
the placement of participants into employment and education outcomes. The program will 
operate from our partner offices in Broadmeadows. Co-location with our partner will enable 
natural synergies of benefit to young people in the program by way of shared networks, 
community involvement, integrated support, and cross-referrals. 
 
KEY RESPONSIBILITIES AND DUTIES 
1. Teamwork and Accountability 

 Work collaboratively within teams to achieve common goals 

 Demonstrate a commitment to the Brotherhood’s quality framework and culture by 

participating in and promoting quality actions through continual improvement activities 

 In collaboration with the manager, set goals and objectives to ensure outcomes are 
met 

 Model the Brotherhood values and adhere to the Code of Ethical Behaviour in 
everyday work practices 

 Maintain a safe work environment and ensure steps are taken to prevent unsafe work 
practices in accordance with Brotherhood policies and procedures. 
 

2. Transition to Work Program Delivery 

 Adhere to the TTW Practice Guide and support the development and delivery of 
professional learning programs for participants 

 Provide vocational guidance tailored to the participant’s goals 

 Work with participants to help identify their education and employment goals, and to 
develop their Learning Plan 

 Assess participants’ skills, capabilities and non-vocational barriers 

 Connect participants to specialist agencies and ensure support and follow-up 

 Run employability skills workshops, in conjunction with local employers where 
possible, and individual and group coaching sessions 

 Work with service providers to keep participants focussed on their goals 

 Support participants in job search activities, and facilitate volunteering opportunities 

 Continue to provide feedback and post-placement support, to ensure employment or 
education is sustained 

 Address participation issues as they arise, and manage participant dynamics and 
complex needs 

 Maintain accurate and timely records in the Department of Employment, and 
Brotherhood of St Laurence, data-capture systems 

 Understand individual key performance indicators, and work to ensure they are 
achieved 

 Support the management of the day-to-day operations of the TTW program, to ensure 
annual operating plans and key performance indicators are achieved 

https://www.employment.gov.au/transition-work
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 Support and maintain a culture of developing positive language and talent-building 
 

3. Program Quality, Improvement and Innovation 

 Keep current with local labour market and trends 

 Ensure that data is collected in line with the program’s evaluation requirements as set 
by the Brotherhood’s Research & Policy Centre, to adhere to compliance requirements 
by the Department of Employment, and to support the efficiency and effectiveness of 
the program 

 Ensure all relevant policies and procedures are implemented and adhered to, including 
the complaints handling procedures and methods for responding to critical incidents 

 Provide monthly reports to the Senior Manager in line with reporting requirements 

 Connect participants to the right opportunities, resources, people and places to 
develop their talents and achieve their goals 

 Assist in ways to capture, communicate and share innovative ideas and practices 

 Foster a culture of excellence in service delivery 

 Adhere to the Brotherhood’s administrative and financial systems, policies and 
procedures 

 Assist in monitoring and maintaining records of expenditure within the program 

 Support the monitoring and management of risk and OHS systems 
 

4. Partnerships and Stakeholder Relations 

 Develop and maintain strong relationships within the Brotherhood, and with a wide 
range of external stakeholders 

 Assist in collaboration to ensure that the TTW program is integrated within the 
community in harnessing the community effort 

 Support networks and relationships that lead to educational and employment 
opportunities for participants 

 
5. Multi-Skilling 

 The incumbent may be directed to carry out such duties as are within the level of the 
position and scope of the incumbent’s competence and training as directed by the 
manager. 

 
ORGANISATIONAL RELATIONSHIPS 
Internal Stakeholders  Other staff within the Transition to Work program 

Youth Transitions team 
Brotherhood Registered Training Organisation  
Brotherhood Group Training Organisation 
Research and Policy Centre 
 

External Stakeholders  Local specialist agencies 
Federal agencies 
Local employers 
Local networks and working groups 
Participants and their families 

 
KEY SELECTION CRITERIA 
Essential  

 Relevant tertiary qualification and/or appropriate experience is essential – Cert. IV in 
Training and Assessment is preferred. 

 Demonstrated experience of working in an outcomes-focussed environment. 

 A depth of knowledge about the causes and consequences of youth unemployment and 
the kinds of strategies that are successful in helping young people follow pathways to work. 



Page 4 of 4 
 

 Highly developed interpersonal and communication skills to liaise and build relationships 
with a broad range of people at all levels and from diverse backgrounds. An ability to 
communicate effectively with people who have limited English skills is essential. 

 Experience in career planning and guidance. 

 Strong organisational and time-management skills, and an ability to prioritise and meet 
deadlines. 

 Highly-developed administration and computer skills and competency in Microsoft 
Programs. 

 Demonstrated ability to work independently and as an effective team member to achieve 
goals. 

 Experience of working in innovative programs that focus on holistic outcomes. 

 Experience in learning and community development, in particular for young people. 

 Experience in managing people with complex needs. 

 Understanding of and empathy with the values and ideals of the Brotherhood.  
 
MANDATORY EMPLOYMENT CRITERIA 

 Specific work requirements may include attendance at a variety of different work locations 

 Proof of eligibility to work in Australia is required 

 A satisfactory Police Check is required. The Brotherhood will facilitate this process 

 A Working with Children Check is required for this position. The Brotherhood will facilitate 
this process 

 
ACKNOWLEDGEMENT 

I, Insert Name, have read and accept the Position Description as stated above. I acknowledge 

the description of the position is an outline and guide to the duties of the professional activities 

needed to undertake the position successfully. I understand that a review of the position 

description may occur and it may be amended from time to time as organisational needs 

change. Changes to the position description will be consistent with the purpose for which the 

position was established. 

 

   

Manager Signature  Date 

 

   

Employee Signature  Date 

 


