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Position Description: NILS Officer (Voluntary)
Preamble:

DIVRS is a not-for-profit community based charitable organisation and through a variety of services provides:

· Resources and support to low income Darebin residents who suffer from financial stress or crisis. Our aim is to strengthen their financial independence and increase resilience.

· Programs and services which advance the education and skills development of disadvantaged and other Darebin residents.

· Promotes social inclusion and strong networks through the operation of a volunteer resource service that provides opportunities for volunteer participation in the City of Darebin. 

DIVRS offers a service that is: 

· Free 

· Confidential 

· Impartial 

· Independent 

· Recognises clients’ rights to make their own decisions

DIVRS’ programmes are designed to support and strengthen communities and increase community participation across the whole of Darebin. Core functions undertaken by the organisation include the

provision of information, support, emergency relief, tax assistance, learning to drive (L2P) Programme, Urban Food Programme includes the delivery and development of the Darebin Fruit Squad and Backyard Basics Projects, and volunteer resource Programme (Volunteer recruitment and placement). The organisation is governed by a Committee of Management who employs a Manager to be responsible for the day-to-day management of the organisation. 
No Interest Loan Scheme (NILS): 

NILS is funded by Australian Government, and is auspice to Good Shepherd Microfinance (GSM). Not for profit Community Service Organisations (CSO’s) across Victoria apply for NILS funding to administer to clients. NILS offers interest free loans for families and individuals on low incomes for the purchase of essential household goods and services. It is a community-based program that enables people to access fair, safe and equitable credit for the purchase of goods and services. 

Purpose of the Program: 

To provide No Interest Loans to people on low incomes

Key Position Objective:

· To submit two NILS applications per week
Duties and Responsibilities:

· To conduct NILS interviews as scheduled.
· Perform NILS loan interviews according to policies & procedures using myNILSapp
· To assist and follow up the processing of applications from other NILS interviewers
Administrative:

· To submit NILS applications using the NILS App
Professional Development:

· To professionally represent the organisation and maintain friendly, supportive and efficient relationship with suppliers.

· To attend relevant team meetings and trainings sessions as required and offered by the organisation
· To promote and encourage food security and sustainable use of products within the organisation
Other:

· To have read, understood and agreed to comply with the policies and procedures of the organisation.

· To have an understanding of the relevant acts, laws and legislation that impact the handling of fresh food within the organisation. This includes the Occupational Health and Safety Legislation 2004.

· To work co-operatively with other staff members providing support and assistance where necessary and appropriate i.e. Food Sourcing, Admin and Urban Food Programme Leader

· To report to the Programme Leader or Manager any concerns or issues regarding risks in the area of Foodstore and supply relationships.
Skills Required:
· Demonstrated understanding of social justice principles. 

· Relevant qualifications and/or experience in microfinance, finance sector or community development. 

· Demonstrated knowledge and understanding of the needs of people on a low income. 

· Demonstrated knowledge of community needs. 

· Excellent interpersonal and communication skills 

· Ability to work both collaboratively and independently as required.

Reporting to:

Programme Development Leader and the Manager at times of Programme Leader’s absence.
Hours of Work and Conditions:

Rostered days and times (approximately one day per week) as negotiated with Programme Development Leader. The position is on a voluntary basis.  

Training and Appraisal:

· All team members must attend at least one training session per year as organised by the organisation.

· Any team member undertaking or participating in a course of study may request an exemption from attending certain training sessions.
· To assist with organisation planning and evaluation, all staff are required to participate in the annual appraisal process.

Police Check:

All team members are required to undertake a Police Check before commencing duties with the organisation.

Grievance Procedure:

If a grievance arises be prepared to follow the organisation’s Grievance Procedure.
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