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SCHEDULE A - POSITION IDENTIFICATION 
 

Organisation:  The Skill Engineer Ltd 
 
Date Effective: 11 January 2021 
 
Title: Work Placement Coordinator 
 
Award: Social, Community, Home Care and Disability Services 

Industry Award (2010)  
 
Reports to: Manager Work Placement Coordination  
 

PART A - BACKGROUND 
 
Work placement is a mandatory requirement for HSC ICF VET courses: Automotive, 
Business Services, Construction, Electrotechnology, Entertainment Industry, Financial 
Services, Hospitality, Human Services, Information and Digital Technology, Primary 
Industries, Retail Services and Tourism, Travel and Events. There are a range of Board 
Endorsed Courses (BEC) with mandatory work placement. These courses are available to 
students in Years 11 and 12 and to students in Year 9 and 10 in appropriate circumstances 
through the early commencement pathway for Stage 5 students. 
 
Students enrolled in the courses are required to spend up to 35 hours each year in the 
workplace contextualising their classroom learning. 
 
Work Placement Service Providers work with local schools with secondary enrolments, 
EVET providers and employers to coordinate HSC VET work placements for all eligible 
students within the service region. 
 
Work placements may also be referred to as ‘structured work placements’ to 
distinguish from general work experience which is arranged by individual schools 

 
PART B - GENERAL DESCRIPTION 

 
The Work Placement Coordinator will work under the direction of the Manager Work 
Placement Coordination and undertake a range of functions requiring the application of a 
good level of knowledge and skills to achieve results in line with the organisation and work 
placement program’s goals. The Work Placement Coordinator may be required to exercise 
initiative and judgement when dealing with schools, students, and employers to enhance 
work placement opportunities for students.  
 
The Work Placement Coordinator will have an excellent understanding of VET in schools 
and EVET systems gained thorough experience and will know how to set priorities, manage 
their time, provide reports and meet operational demands of schools, students and 
employers. 
 

PART C - RESPONSIBILITY AND DUTIES 
 

• Identify work placement opportunities for students in Region F.  

• As a team member support the planning, co-ordination, implementation, and 
administration of the work placement program. 

• Source work placement opportunities with employers across Region F. 
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• Manage your individual workflow and seek support from the Manager Work Placement 
Coordination when individual targets cannot be met. 

• Work towards meeting KPIs to ensure smooth workflow for the whole team. 

• Participate in work readiness activities in schools as required and as scheduled.  

• Understanding of all areas of computer operations, in particular ACTIV8 data base, 
which records placement data, employer and student information and provides reports. 

• Support the Manager Work Placement Coordination to provide reports in compliance 
with contractual obligations. 

• Support the Manager Work Placement Coordination to identify, promote, maintain, and 
communicate with stakeholders including those with schools, students, employers, 
families/carers, community-based service providers and advocacy groups, EVET 
providers, industry groups, local and state governments.   

• Support the Manager Work Placement Coordination’s participation in the regional 
reference group as required.  

• Represent the organisation at external meetings and celebrations to promote and 
support work placement and its role in the skilling of our future workforce as required. 

• Support the Manager Work Placement Coordination in designing and implementing 
innovative projects and activities that will enhance work placement opportunities and 
experiences for students. 

• Participate in the planning and implementing complimentary programs and activities that 
will meet the objectives of the organisation. 

 
PART D - REQUIREMENTS OF THE POSITION 

 

• Highly developed communication and stakeholder management skills. 

• Willingness to work in a team and contribute to every team member successfully meeting 
KPIs. 

• Knowledge of organisational programs, policies, and activities. 

• Relevant recent experience or willingness to learn. 

• Willingness to cold canvass employers to increase work placement opportunities for 
students. 

• Thorough knowledge of the school systems and EVET sector that relate to VET in 
Schools and the mandatory Board of Studies requirements for completion of a VET 
subject for the NSW HSC. 

• Current NSW Working with Children’s Check. 

• Current National Police Clearance. 

• Current Driver’s Licence. 

• First Aid Certificate desirable. 
 

PART E - KEY PERFORMANCE INDICATORS 
 

• Successfully carrying out the responsibilities and duties described above. 

• Compliance with any direction given by the Department of Education to The Skill 
Engineer Ltd. (TSE) for the administration of Work Placement Coordination. 

• Compliance with the requirements of the NSW Department of Education contract and for 
all costs of meeting TSE’s obligations under the deed.  

• All students requiring a work placement opportunity are provided with an opportunity and 
receive all relevant paperwork. 

• 95% of employers receive student placement details prior to placement commencing 

• Attendance at weekly team toolbox meetings for the monitoring and distribution of 
workload depending on weekly priorities. 

• Attendance at team meetings and professional development opportunities as required. 
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PART F – OTHER TERMS AND CONDITIONS OF EMPLOYMENT 
 

• All staff must adhere The Skill Engineer Inc’s (TSE) Equal Opportunity policies and 
ensure that behaviours in the workplace do not discriminate, bully, or harass others. 

• All staff must adhere to TSE’s WH&S policies and procedures including the requirement 
to take reasonable care for their own health and safety and that other personnel and 
clients who may be affected by their conduct. Workplace incidents and injuries are to be 
reported and all staff are encouraged to raise health and safety concerns with 
management.   

• Prior to any person being appointed to a position in TSE, it will be required that they 
disclose full details of any previous Worker’s Compensation claims. 

• All staff must adhere to the organisation’s policies and procedures and will be issued 
with a staff employment manual that must be read and understood. All queries should be 
directed to management for clarification. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


