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Position Tile  Projects Officer 

Employment Type Casual 

Reports to (Title) EO, Greater Shepparton Lighthouse  

and Lighthouse management as required 

Date created/revised  April 2022   

The Lighthouse Project  

Vision  

Greater Shepparton Lighthouse offers all young people the chance to realise their full potential and thrive.  

Purpose 

To improve the wellbeing and educational outcomes of young people from conception to career. 

Commenced in 2014 the Lighthouse Project is leading a community movement that involves hundreds of local people 

in supporting every child to succeed. 

The Lighthouse Project is an evidence-based project that engages parents, young people, residents, community 

leaders, government, funders, thought leaders and academics. 

We track, monitor and improve the trajectory for all children so that more are ready for school; transition 

successfully to secondary school; are healthy and happy in their teens; complete year 12 and transition to work and 

post-secondary study. 

Job Purpose  
‘Pit Stop’ is a strengths based re engagement offering, co designed with community matching positive role models 

and mentors with young people. Young people work on small engines, cars, push bikes and general hands-on 

projects such as welding and soldering etc. under the guidance of volunteer industry professionals and positive 

community role models. Pit Stop aims to increase work and life skills, improve mental health and increase 

connection for young people within community whilst better connecting them to opportunities through the 

bridging of social capital. Pit Stop also works with at risk young people as an early intervention model to re-engage 

them at school. 

Scope of the Job  

Operating within the Lighthouse strategic framework, the Project Officer will support the Pit Stop Project Co-

Ordinator to deliver hands on learning opportunities at the Pit Stop venue based at DECA in partnership with 

Wodonga Tafe. The Project Officer will assist in the delivery of hands-on learning to a variety of young people, liaise 

with mentors and volunteers as well as school leaders and school / service support staff that utilize the Pit Stop 

program.  

The Project Officer will support student learning, increase student knowledge and understanding of work 

opportunities in the region and support their overall capacity to transition successfully to further study and work via 

the obtainment of work and life skills. The Project Officer will provide a positive role model for all young people 

undertaking the hands-on program. All work will be informed by data, and local insights including the 1000 

conversations with emphasis on the co design of appropriate local solutions to meet specific needs experienced by 
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unique cohorts within schools. Solutions are linked to the local operating environment, growth sectors and focus on 

exposure to local pathways to work and further study.  

 

The position is directly responsible and accountable to the Lighthouse Project EO and management, but on a daily 

basis will work closely with and be guided by the Pit Stop Project Co-Ordinator.  

Overall Impact  

This is a change leadership position that will require an agile and flexible approach to support the learning and 

development needs of young people in schools. The Project Officer will adopt bold, enabling, catalytic, innovative, 

and collaborative ways of working to create new opportunities and ways of working for students. 

Special Features or Challenges  

The special features or challenges of this role include:  

• Work in situ in what can be a challenging environment 

• Change leadership and brokering new ways of working 

• The role will require leadership and a flexible and innovative approach. 

• You will require resilience and focused approach to measurable outcomes. 

Level of Authority  
Approval required from Pit Stop Project Coordinator to approve expenditure (less than $300).  

Constraints of Job Authority 

Constraints to the job authority include operational expenditure and strategic direction. 

Decisions Referred to Manager  

Any decisions outside the level of authority to be referred to Pit Stop Project Coordinator or if required the EO at 

Lighthouse. All media responses and publications, to be referred to the EO, the Lighthouse for consideration. 

Sources of Guidance provided by the Organisation 

• The Lighthouse Policies and Procedures    • Work, Health and Safety Act 

• The Code of Conduct  

• Policies and Procedures relating to the relevant 

schools 

• Volunteer Guidelines  

 

• The Lighthouse strategic documents   

Key Accountabilities  
Content 

Delivery 

In consult with the Pit Stop Project Co-

ordinator develop and deliver hands 

on learning opportunities to young at 

risk or disengaged learners whilst 

linking them with mentors. 

 

Ensure the content is 

relevant, engaging and 

delivered in a professional 

manner to support 

Lighthouse’s strategic and 
measurable outcomes 

Seek new ways of working 

and opportunities to 

support the agreed and 

demonstrable outcomes 

Be flexible and 

agile in your 

approach and 

willing to adapt to 

the work 

environment and 

in response to the 

https://www.facebook.com/1589363304616295/photos/1590981667787792/


POSITION DESCRIPTION     

3 

 

learnings to ensure 

continuous 

improvement 

Relationship 

Management   

 

Responsible for;   

• Assisting to develop relations 

with key partners within 

business, industry and the 

community to support the work 

 

• Assist in managing relationships 

with key stakeholders including 

user groups, Wodonga Tafe and 

the steering committee 

 

Where required, developing 

new partnerships and 

initiatives to deliver change in 

consult with the curriculum 

industry links co-ordinator 

and broader Lighthouse team 

 

Be a bold champion and 

leader of change for our 

young people and 

demonstrate the personal 

and organisational attributes 

required, including 

innovation, entrepreneurship, 

collaboration and critical 

thinking. 

 

Respond to any concerns or 

grievances, in a timely 

manner and within the 

complaints and grievances 

guidelines of the 

Lighthouse  

 

Promptly identify risks to 

programs and the 

Lighthouse Project, to the 

EO. 

Maintain 

principles of 

justice, preventing 

discrimination and 

acting with 

integrity and in an 

ethical manner 

Innovation 

and 

Promotion  

 

Help build and sustain our movement 

for change. Build networks and 

relationships that support young 

people, Lighthouse and the case for 

change 

 

Promote a culture of collaboration, 

inclusiveness and opportunity 

Be innovative in your 

approach and sourcing 

previously untapped 

resources for the change 

required e.g. new volunteers 

and supporters 

 

Identify new opportunities to 

promote the change required 

and the work   

 

In consult with the Pit Stop 

Project coordinator, EO and 

broader Lighthouse team 

seek content to provide  

communications regularly 

to stakeholders to 

advocate for children and 

the work 

Maintain thorough 

knowledge of the 

relevant sectors, 

initiatives and 

opportunities 

Worksafe,  

Health and 

Safety  

 

 

Be accountable for your health, safety 

and wellbeing, by demonstrating 

compliance with internal policies and 

procedures related to WHS and 

Workers Compensation.   

Assist to oversee the review of all 

WHS policies and safe operating 

procedures on site and ensure all 

students, visitors and contractors 

adhere to and report against these 

embedded WHS policies and 

procedures.  

 

Identify and report risk to 

your manager or leader to 

ensure incident reporting and 

safe work practices are 

implemented. 

 

 

Participate in employee 

consultation to ensure that 

risk management planning, 

incident management, and 

safe work practices are 

implemented to reduce risk 

to employees, participants, 

volunteers and members of 

the public.   

Participate in 

employee training 

and development 

for the purposes of 

health, safety and 

wellbeing 
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Knowledge, Skills, Attributes and Experience  

Highest level of skills required to perform at a competent level  

• Able to engage successfully with young people to teach, inspire, motivate, especially those with special 

learning or behavioral needs  

• Knowledge of mechanics or generally handy with practical application of physical hands on work, in order 

to develop training materials and teach practical based content  

• Able to bring people along and work in teams and inspire others for a shared vision 

• Strong verbal communication skills particularly relevant to working and inspiring youth  

• Hold a current Drivers License, Working with Children Check and Police Check 

• In accordance with current DET vaccination guidelines provide evidence of triple vaccination status  

Experience and Knowledge  

• Demonstrated relevant experience working with young people 

• Demonstrated experience working in teams and collaborating 

• Interpersonal skills which facilitate interaction and co-operation with relevant groups and individuals and 

the ability to negotiate and resolve differences 

• Able to work to agreed and measurable outcomes 

Quality Systems  
• Understand, implement, comply with and participate in the quality policies, objectives and systems.  

• A continuous improvement focus – always improving our way of working to ensure better outcomes for 

the young people we work with   

Occupational Health and Safety   
Employees to accept responsibility for:  

• Working to approved procedures and encouraging others to do the same  

• Supporting and participating in improvements to work processes to minimize risks 

• Reporting and discussing with management suitable control measures. 
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Action Behaviours & Ways of Working 

  
Inspire  

 

• Be the change that we are wishing to create in the community. You will do what 

you say you will do. You will strive for excellence in your work and your 

behaviour 

• Be bold and courageous  

• Provide a voice for the community and a safe and nurturing space to share ideas 

• Demonstrate and encourage different ways of working to achieve change 

• Promote an aspirational and visionary approach and bring others along on the 

journey 

 

Facilitate  

 

• Be proactive in approach. Enable others to support our work by helping them 

understand its value and worth and being part of the solution. Take time to 

explain the programs and goals and understand that some could be resistant.  

• Empower others 

 

Measure  

 

• Back up your ideas with verifiable data. Our analysis is the foundation for our 

work and our credibility. We can detail the facts and rationale that supports our 

strategies and approaches  

• Determine the outcomes and deliverables and establish how you will reach 

them - provide clear and consistent data and a framework for tracking progress 

and learnings over time 

 

Engage  

 

• Be a good listener. Be positive in your approach, and demonstrate you 

appreciate others view point  

• Connect with people who can support our vision  

• Link and co-ordinate people, ideas and the work 

• Seek and address feedback from stakeholders and be responsive to need 

 

Advocate  

 

• Believe in and advocate for Lighthouse and young people 

• Be bold and courageous in everything you do 

• Question the status quo and long held beliefs  

• Be a leader for our children and youth – promote change and our work  

• Every young person deserves a champion –  be that person!  

 

Sustain  

 

• Be grateful and celebrate success at every opportunity  

• Continually seek new ideas and opportunities 

• Maintain a continual improvement approach to your work 

• Embrace what’s working and scale up 

• Try, test, learn, adapt and try again 
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Project Officer 

 

 

Name………………………………………………….Signature………………………………………………………….. 

 

 

Date: ………………………………………………………….. 

 

 

 

Executive Officer 

 

 

Name…………………………………………………………….Signature………………………………………………………….. 

 

 

Date: ………………………………………………………….. 
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