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Volunteer Position Description
	Position Title:
	Youth Council Committee Member

	Business Unit:
	Citywide Services – Libraries & Learning

	Position Reports To:
	Nick Grinpukel

	Date PD Reviewed:
	April 2019


	Is the role ongoing or fixed term (insert dates)?
	Ongoing, eligible to people aged 15 – 25


	Organisation Context 

	Newcastle City Council employs over 900 staff, supports more than 500 volunteers. It is responsible for a local government area of 187km2.  Newcastle has a population of more than 160,000 people and is the business and cultural centre of the Hunter region, home to over 620,000 people.  
In the heart of the Hunter Region, Newcastle City Council has a variety of locations across the City. We have volunteers connected to the Newcastle Art Gallery, Newcastle Museum, Newcastle Theatre and Playhouse, Blackbutt Reserve, and Libraries. 

Newcastle City Council also maintains more than 400 parks, sporting fields, reserves and wetlands as well as holds responsibilities for 14 kms of spectacular coast line. Volunteers take an active role with our Bush land and Land Care Services as well as supporting our halls and community centres.
Newcastle City Council believes that volunteers play a critical role in achieving its mission of delivering services valued by our community. This is underpinned by the organisations values of Cooperation, Respect, Excellent and Wellbeing.

Newcastle City Council is grateful for the time, effort and wisdom contributed by volunteers and look forward to working together to achieve great things for our community together.



	Workplace Health & Safety

	WHS RAA Level
	Level 6

	For specific WHS Responsibilities, Authorities & Accountabilities applicable to this position, the position holder will refer to the WHS Responsibilities, Authorities & Accountabilities matrix in the WH&S Management System. The person accepting the position will be required to sign off that they have received and understood their WHS Responsibilities, Authorities & Accountabilities.




	Working with Children Check

	Newcastle City Council (Council) aims to establish a safe and caring environment within the organisation for children, which fully supports the aims and objectives of Child Protection legislation, and associated provisions.
Policy and related procedures have been developed to maintain and develop a workforce that is committed to child protection and that focuses on preventative strategies to protect children from the risk of harm and to provide a responsive system to all allegations of reportable conduct against children.  

All Volunteers over the age of 18 years with Newcastle City Council are required to provide a valid Working with Children's Check. 
It is an offence under the NSW Child Protection (Prohibited Employment) Act 1998 for a person convicted of a serious sex offence to apply for this position.  Relevant Criminal History, Apprehended Violence Orders and prior employment checks, including relevant disciplinary proceedings, will be conducted on recommended applicants.


Responsibilities for all volunteers:
· To actively participate and co-operate with other volunteers and employees of the Council on achieving common goals and outcomes.
· Comply with all relevant Council policies and procedures.

· Undertake duties in a responsible, dependable, conscientious and courteous manner.

· Provide a commitment in terms of rosters, time and regular attendance.

· Attend any training or inductions as required and advised by Supervisor / Manager.

· Ensure confidentiality is maintained with respect to all confidential and sensitive matters.

· Wear appropriate clothing, footwear and personal protective equipment at all times.
· Promptly report all incidents, accidents, illnesses and any risks to health, safety and environmental risks.

· Any other accountabilities or duties as directed by Supervisor / Manager which are within the volunteers' skill, competence and training.
Responsibilities of Council

· Ensure that volunteers have access to the appropriate guidelines and policies

· Provide a safe and healthy work environment

· Create a climate of mutual respect

· Provide relevant corporate and site inductions that clearly outline Council's policies and safety requirements

· Provide ongoing support, communication, direction and appropriate training as deemed suitable by the nominated supervisor

· Recognise the different roles, rights and responsibilities of volunteers

· Ensure that volunteers are not used to permanently replace paid staff
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THIS PAGE TO BE ENTERED INTO THE VOLUNTEER REGISTER
Specific responsibilities:
· To work with Newcastle Youth Council (NYC) Facilitator, other NYC committee members & other Newcastle Council staff to deliver committee outcomes
· To attend & participate in monthly Newcastle Youth Council meetings. Membership will be reviewed if more than 3 consecutive meetings are missed without giving prior notice.
· To represent the NYC and advocate for the needs of young people within the Newcastle LGA & beyond
· To assist with the development & delivery of NYC programs and events, such as Youth Mock Council or community outreach stalls

· To assist in the coordination & delivery of Youth Week programming including allocating grant funding, liaising with service providers, promoting & attending events

· The NYC has identified various specific roles such as Chairperson, Social Media Officer & Finance Officer. Elections are held at the beginning of each calendar year to determine these roles & the duties involved are covered in other documentation.
Name: ……………………………………………………………….……….…………………………………….
Signature: ……………………………………………………………….……... Date: …………………………

Coordinators Name: ………………………………………………….………….………………………….……

Coordinators Signature: …………………………………….………………… Date: …………………………
Position Selection Criteria:

Essential

1. Passionate about advocating for young people and the issues impacting them
2. The ability to work effectively in teams of various sizes including the Newcastle Youth Council and with external partners

3. The ability to communicate effectively and appropriately with Councillors & employees of City of Newcastle, and members of the public
4. Ability to follow reasonable instructions as well as using initiative where appropriate.

5. Ability to work independently and to work flexible roster including weekend and out of usual hours activities.

6. Demonstrated commitment to Workplace Health and Safety

Document checklist:

Volunteers who do not supply this documentation will be unable to volunteer with Newcastle City Council until they are supplied in full.

	Document
	Notes
	Attached?

	Current photo identification (100 points)
	ID to be sighted by Volunteer Coordinator, or a certified copy provided.
	

	Volunteer Registration. Declaration and Induction Checklist Form 
	Volunteer Induction Handbook or available via One Council
	

	Site specific WHS induction Form 
	Form located via One Council, FM 3.2.4 
	

	Completed Position Description Form 
	Form located via One Council: Page 3 copy on Volunteer Register
	

	Valid Working With Children's Check
	http://www.kidsguardian.nsw.gov.au/child-safe-organisations/working-with-children-check/about-the-check/volunteers-and-students 
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