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South Eastern Community Connect (SECC)

Job Contract
Name:
   

   ……………
Title:
    

   Food Services Assistant
Classification:                  Fixed Term Contract 
Award:
                 SCHADS Level Two [2], Pay Point One [1]
                                            $26.21 per hour
Hours of Duty:
   Minimum of five hours and maximum of 12 hours per week. 
Date of 

Commencement:
    March 2019



Expected Term                16 months 
of Appointment:             (March 2019-30 June 2020)
    
While the expected duration of employment is a fixed term contract, the employer reserves the right to vary the terms of the contract subject to the provisions governing termination, change and redundancy specified in the Award. In such cases, we would ensure that any termination of employment prior to the expected date of completion is carried out in a lawful manner. The period of notice of termination of employment specified in the Award would apply in any instance where the employer found it necessary to terminate the contract prior to the expected completion date and the employer shall not be obliged to pay the employee in excess of any entitlement under the Award relating to termination of employment.

Primary Functions
The Food Services Assistant will be in charge of the delivery of fresh fruit and vegetable boxes and list grocery shopping to frail aged people in the community; this entails a door to door driving and delivery service. 
Selection Criteria

Essential 
· Certificate III in Aged Care, Home and Community Care or equivalent.
· Demonstrated knowledge and experience in food preparation and/or passion for healthy food; this could be in an instructional capacity, or hands-on capacity.

· Previous experience working with the frail aged people and their carers.
· Demonstrated people skills, customer orientation and strong conflict resolution skills.
· Demonstrated ability and willingness to follow written and verbal instructions.

· Demonstrated excellent written and verbal communication skills.

· Demonstrated effective general administration skills, including basic computer literacy.
· Demonstrated well-developed time management skills.

· Demonstrated commitment to work professionally as part of a team and also with minimal supervision.
· Demonstrated initiative and problem solving skills and “can do” attitude, flexibility and willingness to embrace change.
· Able to perform the physical requirements of the job, which may include bending, reaching, lifting, standing, repetitive motion and other job specific requirements associated with lifting and delivery of produce.
· Current Drivers Licence and excellent driving record.
· Understanding of privacy and commitment to WHS and understanding of privacy and confidentiality requirements.

Desirable
· LR Driver’s Licence
· Ability to speak a community language
Common Selection Criteria Apply

· Knowledge of EEO and Anti-Discrimination 
Conditions of Employment
· Casual contract; minimum of 6 hours and maximum of 12 hours per week.
· All employees of SECC are bound by the approved policies and procedures of the organisation.
· Employment at SECC is conditional upon a Criminal Records Check under the legislation.
· It is a condition of your employment that you must be fit to perform the inherent requirements of your position at SECC. Throughout your employment, SECC may require you to undergo further medical assessments either as precautionary measures or in the event that a matter relating to your fitness to work arises. It is a condition of your employment that you consent to the medical examiner providing reports about your fitness for work to SECC.
· Employment conditions underpinned by the Social, Community, Home Care & Disability Services Industry Award 2010  – Level 2, Pay Point 1
· The employee is engaged as a probationary employee during an initial probationary period of three [3] months. 
I have read and understood the contents of this contract of employment and in signing the contract agree to be bound by the terms and conditions contained in the contract.

Signature of Employee: ________________________   Date: _____________ 

Signature of Employer: ______________________   Date:_______________ 
South Eastern Community Connect (SECC)

Position Description

Position Title:

Food Services Assistant
Status:


Fixed Term Contract
Hours of Duty:
             Five [5] – Twelve [12] Hours per week

                                       Tuesday and Thursday
Responsible To:
Board of Directors / Chief Executive Officer

Reports To:

Food Services Coordinator


Position Purpose

The Food Services Assistant is to actively support and promote the independence of our clients by providing quality services using a person centred approach that focuses on developing their potential to participate actively within the community and their home.
Performance Indicators

· Client feedback/satisfaction
· Improved  function, independence and self-sufficiency of clients
· Compliance with regulatory  requirements e.g. safe food handling practices

· Timely and smooth running of activities/events

Key Accountabilities
· Drive Centre Vehicles including truck and/or van to deliver fruit and vegetable boxes and list shopping.
· Load and unload the truck and plan economic and efficient delivery routes.
· Collect client contributions and issue receipts as necessary – counted and recorded money to be returned with service records to Food Services Coordinator.
· Initial conflict resolution with clients; troubleshooting.
· Maintain vehicles in clean and tidy condition and report mechanical problems to the Food Services Coordinator.

· Report all accidents (including minor vehicle damage or food handling hazards) to the Food Services Coordinator at the earliest opportunity.

General Duties and Responsibilities 

· To ensure that administration tasks are completed as directed.

· Undertake other duties within the scope of this role as directed.
· Attend and participate in training and development activities. 
· Staff attendance at Team Meetings is required once quarterly on a rotational basis.
· Uphold privacy and confidentiality in relation to service users.
· Comply with all workplace health and safety policies and procedures and cooperate with SECC in ensuring health and safety of self and others.
SECC reserves the right to review and / or amend this position description in accordance with its operational requirements and in consultation with the Board of Directors

I………………………………………… have read and received instruction on the above Position Description and agree to abide by the responsibilities outlined.

Signature……………………………….

Date…………………………

