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	Position title
	Community Liaison Officer

	Division
	Tangentyere Employment Services (TES)

	Classification
	1.1

	Prepared by
	Mahamalage Lahiru Perera

	Date
	05/03/2026

	Staff reporting to position
	0


Position Summary
Tangentyere Council Aboriginal Corporation (TCAC) is a community controlled Public Benevolent Institution delivering human services and social enterprise activities for the benefit of Aboriginal people from the Alice Springs Town Camps, urban Alice Springs, and Central Australia.
Tangentyere Employment Services (TES) delivers the Remote Australia Employment Service (RAES) for Alice Springs Town Camps, outstations in the region, and Amoonguna, and the Municipal and Essential Services program which undertakes required services for common areas across all Alice Springs Town Camps.
The position is responsible for providing culturally sensitive and practical day to day support to Jobseekers engaged with Tangentyere Employment Services (TES). The role assists Jobseekers to participate in employment related activities by facilitating referrals, engagement, transport to and from appointments, and timely follow up on non-attendance. Working across TES, the CLO contributes to meeting performance outcomes by supporting Case Managers, Administration and Management with daily operational tasks and Jobseeker engagement needs. The position plays also plays an important frontline role in service delivery by maintaining accurate jobseeker records within ECSN and supporting the Remote Australia Employment Services (RAES) program.
As part of your role, you will be working with children, people with a disability and people who are vulnerable. It is your obligation to always ensure their safety and report any concerns in line with our duty of care obligations. We have zero tolerance when it comes to abuse of any kind and will take disciplinary action, including and up to termination of employment, should we determine that abuse has taken place or there has been a failure to report any suspected or alleged abuse. 


Responsibilities
Provide support to Employment Services Team.
Support and engage Jobseekers.
Maintain accurate records.
Maintain Tangentyere Council vehicles.
Assist with achieving quality management objectives across the organisation.
Assist with achieving safeguarding objectives across the organisation.
Assist with achieving compliance objectives across the organisation.
Other reasonable duties as required.
Major Accountabilities
	Accountabilities
	Performance indicators

	Provide support to Employment Services Team.
Support TES Management, Case Management and Administration Teams as required.
	When unable to attend work Case Management Coordinator contacted before 8:00am of the day of work.
Demonstrated reliability in providing day‑to‑day assistance to the team.
All assigned tasks completed within required timeframes and as directed.

	Support and engage Jobseekers.
Provide culturally sensitive support to Jobseekers including referrals, engagement, transport to and from appointments, and follow up on non-attendance.
	Jobseekers are transported to appointments in a culturally appropriate and safe manner.
Jobseekers supported to understand their mutual obligation responsibilities and to attend their appointments.
Pickup lists are signed and returned with relevant comments for input into ECSN after each run.
Non-attendance of Jobseekers is followed up the same day.

	Maintain accurate records.
Record accurate daily jobseeker case notes in the ECSN system to support the RAES program and internal teams.
	Maintains working knowledge of system changes and processes and attends training when required.
Accurate case management notes are entered into ECSN each day.
Data quality audit shows accurate and clear case notes are provided on Jobseeker.
Jobseeker case notes are kept confidential and secure.

	Maintain Tangentyere Council vehicles.
Ensure TES vehicles are maintained and stored according to organisational policy.
	Weekly vehicle checks undertaken and records handed in to Case Management Coordinator.
Vehicles maintained and cleaned on a regular schedule.
All vehicle damage and near misses are reported immediately for Case Management Coordinator or Supervisor.
Vehicle incident reports submitted within 24 hours.

	Assist with achieving quality management objectives across the organisation.
Commitment to the Tangentyere Council Quality Management Objectives.
	All work-related actions and behaviours are aligned with the organisations mission and values.
Actively participate in and promote a continuous improvement culture across the organisation.
Understand and comply with organisation policies and procedures.
Maintain organisation and client records in accordance with legislative and organisational policy requirements.
Ensure all decisions made in the course of your duties are transparent and align with organisational policy and procedures.
Assist clients to provide feedback when required. 
Contribute to QMS area audits as required in a timely manner.
Contribute to implementing change when identified through the QMS as required.
Provide feedback on the QMS as required.

	Assist with achieving safeguarding objectives across the organisation.
	Report any concerns or suspicions of abuse of children, people with a disability or vulnerable peoples in line with duty of care and mandatory reporting obligations.

	Assist with achieving compliance objectives across the organisation.
	Maintain own records and manage Employment Hero compliance for staff, where applicable.
Maintain current certifications (Driver’s Licence, Working with Children (Ochre Card), Police Check, and where relevant, RN Registration, White Card and First Aid Certificate etc.) and upload evidence in Employment Hero.
Complete probation reviews (6, 12 and 22 weeks) within the approved timeframe.
Read and acknowledge all relevant policies in Employment Hero.

	Other reasonable duties as required.
	Additional tasks that may arise from time to time are completed within the required timeframe and to a suitable standard.




Relationships
Internal
	Tangentyere Employment Services
	Community Centres Division

	Youth, Families & Community Safety Division
	Social Services Division

	Family Violence Prevention Division
	Office of the Chief Executive


External
	Central Australian Aboriginal Health Services (Congress)
	Alice Springs Youth Accommodation Support Services (ASYASS)

	Central Australia Aboriginal Alcohol Programs Unit (CAAAPU)
	Alukura Women’s Health Service
Mental Health NT (MHACA)

	Government Departments
	National Indigenous Australians Agency (NIAA)

	Motor Vehicle Registry (MVR)
NT Business Centre
	Dept. Births, Deaths and Marriages (BDM)


Competencies
Tangentyere core competencies
Commitment
Teamwork
Communication
WHS
Cultural Awareness
Qualifications and Selection Criteria
Required
Identify as an Aboriginal and/or Torres Strait Islander person.
Reliable, punctual, and be able to maintain professional conduct at all times.
Strong interpersonal, written and verbal communication skills, with the ability to maintain confidentiality.
Good organisational and administrative skills, with the ability to provide accurate records.
Ability to use email and web‑based applications.
Ability to work cooperatively in a cross‑cultural environment and maintain positive working relationships.
Ability to provide operational support across all employment services teams.
Current NT Drivers Licence, NT Working with Children (Ochre) Card, satisfactory Police Check, and proof of full (3) vaccination against COVID-19.
Desired
Experience working in and knowledge of Employment Services Industry Systems.
Current First Aid Certificate, or ability and willingness to attain.
An understanding of Aboriginal culture as well as a broad range of contemporary issues affecting Central Australian Aboriginal people.


Verification
This section verifies that the position holder and the manager have read the attached position description and are satisfied that it accurately describes the position.
Position holder
	Name
	

	Date effective
	

	Signature
	


Manager
	Name
	

	Date effective
	

	Signature
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