
 

 

 
 
 

Project Administrator 
Carer KaFÉ 

Kinship and Foster Care Education 
 

POSITION DESCRIPTION 
 

BACKROUND TO THE KINSHIP AND FOSTER CARE LEARNING AND DEVELOPMENT STRATEGY 
 
Carer KaFÉ (www.carerkafe.org.au) has been established to provide training to Victorian kinship and 
foster carers to support them in their valuable role. In September 2016 the Victorian Government 
announced $2.12 million funding over two years, and the first phase of the strategy established a 
centralised learning structure for carers. We are now working with agencies and training providers 
to develop and implement face-to-face training sessions and online training across the State.  
 
The strategy supports the development of carers to enable them to provide the best possible care to 
vulnerable children and young people. It also ensures carers are provided with knowledge and 
understanding to assist them in supporting the best interests of Aboriginal children in their care.  
 
STRATEGY IMPLEMENTATION 
 
The Foster Care Association of Victoria (FCAV) is responsible for the project management and 
implementation of the strategy. FCAV is a non-government peak body supporting and representing 
Victorian foster families, working alongside government and non-government agencies and other 
peak bodies. 
 
The strategy’s Governing Reference Group consists of The Department of Health and Human 
Services, FCAV, Kinship Care Victoria, VACCA, The Alliance and The Centre for Excellence in Child and 
Family Welfare. This group reviews and approves the strategic direction and provides guidance on 
the allocation of funds to meet the learning and development needs of Victorian kinship and foster 
carers. 
 
KEY SELECTION CRITERIA 
 
Demonstrated knowledge and experience  
 

 Excellent time management skills to undertake a range of tasks 

 Ability to manage competing priorities to ensure deadlines are met in a busy environment  

 Experience inputting and analysing data using Microsoft Excel 

 Experience creating correspondence and short reports using Outlook and Microsoft Word. 
 
Interpersonal skills and attributes  
 

 Excellent written and verbal communication skills and attention to detail 

 The ability to work with a variety of stakeholders with diplomacy, tact and compassion 

 An interest in the out of home care system and passion for improving the lives of children 
and young people  

 An understanding of issues impacting Aboriginal and Torres Strait Islander children and a  
commitment to the rights, needs and aspirations of Aboriginal and Torres Strait Islander 
children and families. 

http://www.carerkafe.org.au/


 

 
RESPONSIBILITIES 
 
Assist the project team with project deliverables and administrative support by undertaking a range 
of project tasks including: 
 

 Undertake administrative tasks as directed as a member of the project team that co-
ordinates training activities for carers in partnership with external training providers and 
other stakeholders  

 Maintain up to date records of training registration  

 Input and undertake analysis of training activity, evaluation and reporting 

 Support the communications strategy, identifying key events for promotion 

 Respond to email and phone enquiries and provide training information and resources 

 Provide other administrative support as required, including minute taking. 
 

ACCOUNTABILITY 
 
The Project Administrator is accountable to the Project Manager. 
 
CONDITIONS OF EMPLOYMENT 
 
This position is 15-20 hours per week (hours are negotiable) for a 5 month project role (current funding 
is through until end June 2018 with a possibility of extending). The position is based at the FCAV office in 
Collingwood. The salary for this position is $60,670 pro rata (including Superannuation). 
 
Terms and conditions of employment are in accordance with the SACS award. All employees are eligible 
for salary packaging upon commencement of employment.  
 
Hours of work can be negotiated with the Project Manager. FCAV office hours are between 9am – 5 
pm. Some after hours may be required, and will be compensated on a time-in-lieu basis in accordance 
with Award conditions. Superannuation will be paid by the employer to a nominated fund in 
compliance with the prescribed amount under the Superannuation Guarantee Act. 


