Cassia Community Centre

Supported Playgroup Coordinator
Position Description

Position Title:            Playgroup Coordinator
Tenure:                       Casual

Remuneration:           $38.00 per hour

Hours:                          4 paid hours per week
Day:                             To be discussed.
                                      Working hours 10.15am. to 12.15pm.

                                      Playgroup session runs from 10.30am to 12 noon.
                                      Throughout school terms.                       

Reports to:                  The Manager

Accountable to:           Cassia Community Centre Management Committee
Cassia Community Centre is a registered COVID safe business. Must comply with all COVID safe policies and procedures.

Position Purpose
 Your primary role will be to work with families to ensure a safe and supportive playgroup experience whilst promoting and assisting with best parenting practices.
The Supported Playgroup target families with children under 5 years that would not normally access a community playgroup which may include Indigenous and culturally and linguistically diverse families. Cassia also welcomes families with a member who has a disability or mental illness, young and teenage parents or families who are isolated and disadvantaged.

Key Accountabilities/Duties

Coordinate a local Supported Playgroup to achieve program objectives and outputs in a local

community including:

· Prepare, set up and plan for the playgroup environment as well as packing up and 
cleaning away materials, toys, supplies etc.

· Engage and support families and their children so that they can enjoy a safe and 

supportive playgroup experience. Encourage carers/parents to participate in the 
general running of the playgroup.

· Treat all parents/carer/grandparent with dignity and respect.

· Demonstrate an attitude of acceptance towards others.

· Establish a professional rapport with parents/carer/grandparents.

· Communicate effectively with parents/carer/grandparents both oral and written.

· Work in partnership with families by involving them in the programming process.

· Encourage and value parent contributions.

· Demonstrate and offer advice on implementing suitable play experiences in line with the

participants expectations and the developmental needs of the children including providing culturally sensitive activities.
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· Interact positively with parents/carer/grandparent and children throughout playgroup.

· Treat each child and parent/carer/grandparent with dignity and respect.

· Act on child safety and health issues.

· Implement a consistently caring, secure and active environment for all children at 

all times.
· Demonstrate an understanding of the core principles of child development and the key 

developmental tasks faced by young children and their implications for practice.

· Ensure effective risk management procedures are carried out for both children and

adults for every playgroup meeting. This is to be done when setting up the play area as well as checking on any potential health and safety hazard throughout the playgroup time.
Collect evaluation data in line with the evaluation framework including:

· Maintain confidential and accurate information on each Supported Playgroup

Participant (in line with the National Privacy Policy).

· Collect the session fee of $2 per family and hand in to Centre Administrator at

the end of playgroup along with session registration form/data collection/attendance.
· Liaise with the Centre Administrator to ensure effective administrative procedures

      are carried out.

· Provide feedback and report to manager the progress and advise of any issue/concern as 

identified to improve the programs quality.

· Ensure all major decisions are made in consultation with the Manager.

· All program planning must be approved by the Manager prior to commencement.

· All incidents regardless of how big or how small are to be reported to the Manager in the

first instance and recorded as an accurate record.

Essential Criteria:

· Qualification in Early Childhood Education.
· Proven work experience in early childhood in all aspects of development and early intervention. 0-5 years of age.
· Proven knowledge and experience in best parenting practices.
· A proven capacity to work with families from the program’s target groups in a group

based context, preferably within a playgroup setting.
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Key Skill Requirements

· Organising

· Planning

· Networking

· Communication – oral and written

· Interpersonal skills

· Time management skills

Key Knowledge and Experience

· Knowledge of Cumberland Local Government Area.
· A sound understanding of child development and learning activities.
· Knowledge and understanding of a range of vulnerabilities and the impact

on families.   

· Knowledge of health and safety standards.
· Knowledge of Early Childhood Intervention processes.
· Experience with working with people from culturally and linguistically diverse
Backgrounds.
General Duties

Teamwork – Must demonstrate team orientation and spirit to build and maintain cooperative and productive relationships. Observes appropriate reporting structures.

Timesheets are always completed accurately and are up to date.
Participates in quarterly supervision with the Manager.
Demonstrate an awareness of professional and personal ethics.

Oral and written communication skills – Listens and communicates respectfully at all times and abides by Cassia Community Centre’s Code of Ethics.
Cassia Community Centre’s Occupational Health & Safety Policy is to be adhered to at all times.

Initiative – Must demonstrate self reliance and resourcefulness. Is pro-active and involved with the overall philosophy of Cassia Community Centre.

Social Justice – A commitment to the principles of Social Justice, access and equity for disadvantaged families.
All employees of Cassia Community Centre shall be employed must supply a current Working with Children’s Check and also supply evidence of being fully vaccinated against COVID-19.

Cassia’s Code of Ethics and Occupational Health & Safety Policies must be signed prior to commencement of employment.

