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MIGRANT INFORMATION CENTRE (EASTERN MELBOURNE)
POSITION DESCRIPTION
1. Position Details
	Position Title:
	Bilingual Settlement Officer -Young people and families for Myanmar Communities 

	Employer:
	Migrant Information Centre (Eastern Melbourne) (MIC)

	Reports to:
	Manager Settlement Services 

	Direct Reports:
	Nil

	Location:
	Suite 2, 27 Bank Street, Box Hill 3128 (or specify other outreach offices)

	Salary Range / Award:
	Social, Community, Home Care and Disability Services Industry Award (SCHADS) – Level 4.1 

	Employment Status:
	Part-time (22.5 hours per week – 3 days)



2. Position Objective
The Bicultural Settlement Officer – Young People and Families is responsible for supporting newly arrived migrant and refugee young people and families to successfully settle into Australian society through culturally responsive, strengths-based support with a focus on Myanmar Communities 
The role provides low and medium intensity settlement casework to eligible clients under the Settlement Engagement and Transition Support (SETS) Program while delivering community engagement, community development, group activities and early intervention initiatives that strengthen social participation, community connectedness and independence.
A key focus of the position is engaging young people through sport, recreation, leadership development, education and community participation, while supporting parents and families to navigate Australian systems and build strong community connections.
The role works collaboratively with schools, sporting clubs, youth services, local government, community organisations and emerging community leaders to improve settlement outcomes.

3. Background Information
Migrant Information Centre (Eastern Melbourne) (MIC) provides support to people from culturally and linguistically diverse (CALD) backgrounds residing in the eastern suburbs of Melbourne. The region covers the Local Government Areas of Boroondara, Whitehorse, Manningham, Maroondah, Knox, Yarra Ranges and Monash. MIC is governed by a Board of Directors.
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Description automatically generated]Strategy for achieving the MIC’s objectives
MIC's Strategic Plan 2025-2028 outlines the 4 strategic pillars, expected outcomes and key objectives. MIC develops an annual plan to convert the strategy into achievable actions to be completed in the annual plan year.
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Description automatically generated]SERVICE EXCELLENCE - We innovate, review and deliver quality services for best outcome
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Description automatically generated]Enhance client-centred service delivery by embedding co-design principles and feedback mechanisms.
· Strengthen workforce capability through ongoing training and staff well-being initiatives.
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Description automatically generated]Establish a robust impact measurement framework.
· [image: ]Strengthen continuous Quality Improvement Framework
· Establish service evaluation framework.
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Description automatically generated][image: ][image: ][image: ]SERVICE PARTNERSHIP - We partner with relevant stakeholders to increase impact.
· Develop cross-sector partnerships.
· Strengthen collaborations with partners.
· Increase partnership engagement with CALO communities.
ADVOCACY - We lead and support our community to have a voice.
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Description automatically generated]Collaborate with sector partners on collective advocacy.
· [image: ]Strengthen the organisation's public voice.
· Influence funding and policy through government engagement.
· Build client/community voice in advocacy.
· Facilitate community consultation and engagement.
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Description automatically generated][image: ]ORGANISATIONAL CAPACITY - We prioritise the development of a learning culture and develop infrastructure to increase capacity.
· [image: ]Strengthen financial sustainability.
· Enhance governance and leadership capacity.
· Implement advanced data and analytics systems.
· [image: ][image: ]Foster a high-performing and inclusive workplace culture.
· Strengthen Internal systems and infrastructure
OUTCOMES

	Service Excellence
	Service Partnership
	Advocacy
	Organisational Capacity
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	Clients receive high-quality, responsive services from a skilled workforce, supported by continuous improvement and data-driven decision-making through robust evaluation
	Strong, trust-based partnerships drive innovation, expand service reach, and foster culturally inclusive, community-led solutions through shared expertise and collaborative action
	Empowered clients and communities actively shape advocacy efforts, driving policy and service improvements through authentic engagement, strengthened partnerships, and increased capacity to influence change
	A resilient, inclusive, and strategically led organisation with strong systems, diversified income, and a skilled workforce, enabling innovation, accountability, and sustainable impact



4. Key Duties and Responsibilities
Key Responsibilities
1. Settlement Casework
· Provide culturally responsive low and medium intensity settlement casework to eligible newly arrived migrants and refugees.
· Undertake comprehensive needs assessments and develop client-led settlement plans.
· Assist clients to access education, employment, health, housing, legal, family support and other community services.
· Support young people and families experiencing settlement challenges through early intervention.
· Maintain accurate client records and meet DEX and SETS reporting requirements.

2. Youth Engagement
· Design and deliver youth engagement initiatives that promote belonging and participation.
· Coordinate sporting, recreational, leadership and wellbeing activities.
· Support young people to build confidence, friendships and positive community connections.
· Facilitate school holiday programs, workshops and camps where appropriate.
· Work collaboratively with schools, youth services and local sporting clubs.
· To develop and coordinate relevant education support for young people and their families ( eg. English Speaking Classes and Homework Club) 


3. Family Settlement Support ( in collaboration with other Bicultural Settlement Officers) 
· Assist newly arrived parents to understand Australian education, health, child safety and community systems.
· Deliver information sessions for families on settlement topics.
· Support families experiencing settlement barriers before issues escalate.
· Promote family wellbeing and social inclusion.
· To partner with relevant agencies and facilitate playgroups and other relevant programs for parents and families 
· 

4. Community Engagement
· Build trusted relationships with newly arrived communities.
· Engage community leaders and volunteers.
· Represent MIC at community meetings and events.
· Identify emerging settlement needs and trends.
· Develop culturally appropriate community engagement strategies.
5. Community Development
· Facilitate community development projects that strengthen community participation.
· Support emerging community groups to build governance and leadership capacity.
· Work collaboratively with local councils, schools, sporting organisations and service providers.
· Encourage volunteer participation and community leadership.

6. Partnerships
Develop strong partnerships with:
· Schools
· Local Government
· Sporting Clubs
· Community Organisations
· Youth Services
· Victoria Police
· Health Services
· Recreation Providers
· Faith Communities
· Community Leaders

7. Administration
· Maintain accurate electronic records.
· Meet all funding and reporting requirements.
· Participate in evaluation and continuous improvement.
· Attend supervision and team meetings.

5. Key Selection Criteria
Desirable 
Qualifications
· Diploma or tertiary qualification in Community Services, Youth Work, Social Work, Community Development or related discipline, or equivalent experience.
Experience
· Experience providing settlement support to newly arrived migrant and refugee communities.
· Demonstrated experience working with young people and families.
· Experience undertaking community engagement and community development.
· Experience delivering low or medium intensity casework.
· Experience facilitating community programs or group activities.
Skills
· Excellent communication and interpersonal skills.
· Strong ability to build trust with culturally diverse communities.
· Experience organising youth, sporting or recreational activities.
· Ability to work independently and as part of a multidisciplinary team.
· Strong administration and case management skills.
Knowledge
· Understanding of the Settlement Engagement and Transition Support (SETS) Program.
· Understanding of settlement issues affecting newly arrived migrants and refugees.
· Knowledge of local services within Melbourne's Eastern Metropolitan Region.

ESSENTIAL 
Preference will be given to applicants who:
· Speak Hakka Chin, Zomi, Falam, Burmese (Myanmar), or  another community language relevant to emerging Iranian or Myanmar communities.
· Have lived experience as a migrant or refugee, enabling them to provide culturally informed and authentic support.
· Have strong, established relationships within newly arrived communities across Melbourne's Eastern Metropolitan Region.
· Have experience organising sport, recreation or youth leadership activities.
· Have existing partnerships with schools, sporting clubs or community organisations.
· Demonstrate experience working with newly emerging communities.

Other Requirements
· Current Victorian Driver Licence.
· Current Working with Children Check.
· National Police Check.
· Ability to undertake outreach across the Eastern Metropolitan Region.
· Willingness to work occasional evenings and weekends to support community events and youth activities.
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