
 

 

 

Employment Advisor 

 

Status: Fixed Term, Full-time 
 
Hours: 38 hours per week 
 
Award: MDA Enterprise Agreement 2016 

 
Salary:   Level 4.1, $69,199.52 per annum + 9.5% super + salary sacrifice 

option 
 
Reports to: Senior Manager, Employment Services 
 
Contract Period: Fixed term until 30th June 2021 
 
Probation Period: Six (6) months 
 
Location:  Toowoomba 
 
 
About Multicultural Australia  
Multicultural Australia is a leading Queensland multicultural organisation. We aim to grow 
multicultural values across our State and to empower newly arrived Queenslanders from 
diverse cultural and language backgrounds through advocacy, community development and 
a range of client services. 
 
Our main objective is to create a welcoming, inclusive and economically stronger 
community here in Queensland. We are passionate about working to ensure that new 
Queensland refugees, migrants and international students are included, skilled and thriving. 
Multicultural Australia currently has over 220 staff, 100 Cultural Support Workers and 200 
volunteers.   
 
Multicultural Australia’s Character and Values  
We are a value based organisation and our values alignment is key to achieving success in 
the Employment Advisor role. The principal measure of performance in this role will be the 
evidencing of delivery of the Multicultural Australia Way (attached). The statements which 
provide the ingredients of the Multicultural Australia Way represent our cultural values and 
define the expectations of Multicultural Australia staff in performing their roles and 
interacting with clients, stakeholders and each other. An integral part of this role is to model 
and enhance the philosophies, attitudes, behaviours and practices defined in the 
Multicultural Australia Way. 
 
About your contribution  
Multicultural Australia Employment Advisors are highly motivated and experienced workers 
committed to supporting and empowering members of the Queensland community to make 



 

 

meaningful contributions.  This involves working with new arrivals to develop the relevant 
knowledge, skills and understanding to successfully enter the Australian labour market and 
position newly arrived refugees and migrants as an asset to the Queensland economy. 
Employment Advisors are committed to championing the benefits of workforce diversity and 
marketing Multicultural Australia Employment Services as a recognised leader in the field, 
to internal and external stakeholders. 

What you can expect to do 

1. Formulate and draft proposals for funding applications including progressing and 
supporting documentation for submission; 

2. Support job seekers with obtaining paid work experience and employment and 
conduct appropriate post placement support to enhance sustainability of 
employment. 

3. Assist jobseekers to obtain sustainable employment by placing them into activities 
such as education, training, work experience activities and non-vocational assistance 

4. Engage, prepare and address jobseeker barriers to employment by negotiating 
training and development plans in order to meet the skills and labour needs of 
employers;  

5. Undertake industry scanning and engagement to maintain awareness in the 
employment market including labour market trends and skills shortages to leverage 
opportunities for client employment; 

6. Manage and educate multiple stakeholders (internal, external and partnership 
relationships) to maintain and grow the foundation for recruitment, training and job 
placements; 

7. Apply skills and knowledge to identify where cross functional relationships (both 
internal and external) can be leveraged to provide broad client services; 

8. Develop and facilitate employment focused training, targeting specific client needs 
and desired employment outcomes; 

9. Undertake end to end process reviews to meet compliance and performance 
requirements, making improvements where applicable in order to deliver customer 
service effectively, efficiently and professionally; 

10. Ensure work is conducted in accordance with policy and procedures to ensure client 
privacy, business confidentiality and records are maintained appropriately; 

11. Actively promote inclusive and meaningful activities for clients with multiple barriers 
to employment to effectively create opportunities to maximise social inclusion; 

12. Coordinate work placements across all employment programs including employer 
engagement, organisational profiling in order to match client needs, recruitment, 
placement support and post placement support; 

13. Manage employer and client records using internal databases, ensuring 
completeness, accuracy and timely input of data; 

14. Apply cultural sensitivity throughout employment case management practices, being 
aware of practices to be employed for cultural differences and in compliance with 
Multicultural Australia’s client privacy policies. 

 
In addition to the duties listed above all Multicultural Australia staff are expected to: 
 

1) Respect and abide by the vision, mission and values of the organisation. 
 
2) Ensure that their conduct is consistent with provisions of the Multicultural Australia 

Code of Ethics and Conduct. 



 

 

 
3) Comply with the provisions of relevant Multicultural Australia policies and 

procedures. 
 

4) Comply with the provisions of Multicultural Australia’s Workplace Health and Safety 
framework including policies, procedures and safe work systems that relate to their 
role, program area or Multicultural Australia as a whole. Information and training will 
be provided to successful candidates. 

 
5) Carry out general administrative functions related to their role and to the effective 

and efficient functioning of Multicultural Australia as a whole. This will include the use 
of computer-based calendar and information management systems.  

 
Induction training relating to policy and procedures, workplace health and safety and 
Multicultural Australia administrative systems will be provided to successful candidates on 
appointment. Additional training in relation to IT systems and software will also be provided 
to successful candidates where necessary. 
 
 
What we need from you 

Essential Skills/Experience  

1. Demonstrated experience in providing results-driven employment support to 
jobseekers, with a particular emphasis on new arrivals to Australia; 

2. Outstanding cross-cultural communication skills and a comprehensive understanding 
and knowledge of issues in relation to the settlement of refugees; 

3. Demonstrated ability to work creatively and strategically through utilising high level 
stakeholder negotiation skills (internal and external) in seeking opportunities for 
clients and the organisation; 

4. Excellent interpersonal skills with the ability to work supportively and collaboratively 
within a small team; 

5. A demonstrated commitment to meeting organisational and team goals outlined in 
work plans and agreed KPIs according to program priorities and deadlines; 

6. Experience in leading on specific projects as needed (e.g., focusing on specific client 
cohorts, coordinating a training program, developing internal systems, managing 
recruitment drives, etc.), balanced with the ability to work across all aspects of the 
role as needed; 

7. Demonstrated values of integrity, resilience, team work and professionalism 
consistent with Multicultural Australia’s vision; 

8. Possession of, or willingness and eligibility to obtain, a Blue Card (Working with 
Children Suitability Card in accordance with the Commission for Children and Young 
People and Child Guardian Act 2000.) and Police Clearance Check. 

 
 
Desirable Skills and/or Experience 

1. Possession of a valid open driving license. 
 


