
N e w  E n g l a n d  C o m m u n i t y  C o l l e g e  I n c .  

 P D  C E  O S  V 1 . 3  

Community Engagement Outreach Support Officer (CE OS) 

Position Purpose 

The CE OS enhances the reach and impact of Adult and Community Education (ACE) and Foundation Skills programs by connecting with 

marginalised and disadvantaged learners, strengthening referral pathways, and promoting the ‘no wrong door’ approach across the 

region, requiring regular travel between communities and campuses.  Success in this role is demonstrated through strong community 

engagement, effective referral pathways, and improved learner participation and retention. 

Key Responsibilities 

1. Community Promotion & Awareness 

• Represent GALA at community events, expos and interagency meetings. 

• Develop a quarterly outreach plan identifying priority communities, key events, and engagement goals. 

• Promote ACE and Foundation Skills opportunities to target groups. 

• Capture feedback and data from outreach activities to inform program development. 

2. Community and Learner Engagement 

• Build and maintain culturally respectful relationships with all disadvantaged groups within the region. 

• Support culturally safe learning approaches (on-Country delivery, Elder involvement, small-group formats). 

3. Collaboration & Partnerships 

• Work with trainers, coordinators and marketing staff to align courses to identified community needs. 

• Develop, document, and evaluate partnership programs that increase access to foundation skills. 

• Foster co-design initiatives with local services, including employment, youth, disability, and CALD support organisations. 

4. Reporting & Data Accountability 

• Accurately record outreach hours, partner interactions, and learner referral outcomes using approved templates. 

• Complete quarterly CE OS reports and case studies within required timelines. 

• Ensure all OS-related data aligns with GALA and Departmental reporting requirements. 

5. Support the “No Wrong Door” Approach 

• Maintain knowledge of local Foundation Skills providers and eligibility criteria. 

• Keep the regional Foundation Skills Service Guide updated. 

• Facilitate accurate and timely learner referrals across networks. 

6. Professional Representation & Conduct 

• Represent GALA professionally and ethically at all events and meetings. 

• Uphold the organisation’s Code of Conduct and demonstrate cultural awareness and respect. 

• Maintain privacy, confidentiality, and professional boundaries when engaging with vulnerable or disadvantaged learners. 

7. Community of Practice & Professional Development 

• Participate in Department-led Communities of Practice and training. 

• Contribute to program evaluation and share best practices with peers. 
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Role Relationships 

Internal:  Executive Officer, Trainers/Program Coordinators, Administration Team 

External: Local councils, businesses, community organisations, employment and youth services, Aboriginal and Torres Strait Islander 

groups, CALD groups, disability groups and any other disadvantaged groups, NSW Department of Education OS Program network. 

Selection Criteria 

• Demonstrated experience in community engagement, outreach or partnership roles. 

• Demonstrated cultural competence, including the ability to work respectfully with Aboriginal communities, CALD groups, and 

disadvantaged learners. 

• Understanding of adult education and barriers to participation. 

• Proven ability to collect and report engagement data. 

• Strong interpersonal, communication and organisational skills. 

• Strong written communication skills, including the ability to produce clear reports and case studies. 

• Competent digital literacy skills, including email, Microsoft Office, and online reporting platforms. 

• Capacity to work autonomously and manage competing priorities. 

• Knowledge of ACE or Foundation Skills programs (desirable). 

• Current Working with Children Check and driver’s licence. 

• Demonstrated initiative, flexibility and problem-solving ability across varied community contexts. 

Additional Skills & Attributes (Highly Regarded) 

• Excellent organisational and time-management skills, with the ability to prioritise competing demands. 

• Ability to work both independently and collaboratively within a small, community-focused team. 

• Commitment to cultural safety, inclusiveness, and continuous cultural learning. 

• Ability to manage competing priorities across multiple campuses and community settings. 

Key Performance Indicators (KPIs) 

(for 0.8 PTE / 30.4 hours per week) 

Focus Area Indicator Target 

Community 

Engagement 
Community events, expos or meetings attended Minimum expectation of 5 per quarter. 

Partnerships New or strengthened referral pathways Minimum expectation of 2 per quarter. 

Learner Pathways Referrals/enrolments resulting from CE activities 
Aim for year-on-year growth in referrals and enrolments resulting from 

CE activities (targeting at least 10% annually). 

Cultural 

Engagement 
Cultural initiatives undertaken 

Participation in or facilitation of at least one culturally safe initiative 

per quarter. 

Reporting & Data 
CE OS reports and case studies submitted on 

time 
100% compliance. 

Foundation Skills 

Impact 

Evidence of improved learner retention or 

completion through outreach 
Qualitative case study or data evidence each quarter. 

Professional 

Development 
Participation in Community of Practice events Minimum expectation of 80% attendance. 

Partner Engagement Active partner MOUs or agreements maintained 
Minimum expectation of 5 active partnerships or collaborations 

annually. 
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Conditions and Compliance 

• Employment conditions are per the Educational Services (Post-Secondary Education) Award. 

• Employment is permanent part-time (0.8 PTE / 30.4 hours per week). 

• A probation period of 3 months applies. 

• At least 90% of hours must be dedicated to core activities under the OS Guidelines. 

• The position requires regular travel across the region, and the employee must have access to a reliable, 

roadworthy vehicle for work-related use. Approved travel expenses will be reimbursed in line with the 

organisation’s policies. 

• The position is dependent on the continuation of funding from the NSW ACE Outreach Support Program. 

• The CE OS must adhere to GALA’s Code of Conduct and represent the organisation professionally. 

• The CE OS must complete mandatory induction, child safety training, cultural awareness training, and privacy 

training. 

• All employment is subject to compliance with GALA policies on WHS, equity, and privacy. 

 


