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Self-Empower Now (SEN) Support Officer (Level 4) 

Position Title: Self-Empower Now (SEN) Support Officer 

Classification: SCHADS Award – Level 4.1 ($46.70ph)  

Employment Status: .8 FTE 

Reports To: Operations Manager 

Term: Fixed term to 30 June 2027 

 

 

 

Position Purpose 

The SEN Support Officer provides operational, administrative, and participant support for the 
delivery of the Self-Empower Now (SEN) program. 

This role acts as the primary point of contact for SEN participants, ensuring they are supported 
to access, navigate, and complete program modules. The position ensures smooth day-to-day 
coordination of SEN activities, accurate record keeping, and effective communication with 
participants. 

The role contributes to the organisation’s broader objectives of consumer participation, capacity 
building, and engagement by ensuring a positive and accessible experience for all participants. 

 

 

Key Responsibilities 

1. Participant Support & Enquiries 

• Act as the first point of contact for all SEN participant enquiries 
• Provide timely, responsive, and supportive assistance via phone, email, and online 

platforms 
• Support participants to:  
• Register and onboard into the SEN program 
• Access and navigate the learning system 
• Complete SEN modules and program requirements 
• Troubleshoot access and usability issues and escalate where required 
• Maintain a strong participant-focused approach at all times 
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2. SEN Program Administration 

• Provide administrative support for the coordination and delivery of SEN activities 
• Manage enrolments, participant records, and program documentation 
• Schedule sessions, workshops, or online activities where required 
• Maintain accurate and up-to-date participant databases and records 
• Ensure confidentiality and compliance with data management requirements 

3. Learning Module Support 

• Assist with the delivery and coordination of SEN learning modules 
• Support participants through module progression and completion 
• Monitor participation and completion rates and follow up as needed 
• Work with the Communications and Systems Manager to ensure LMS content is 

accessible and functional 

4. Systems & Data Coordination 

• Maintain data systems relating to SEN participants and program delivery 
• Enter, update, and monitor participant and program data 
• Assist with generating reports on participation, engagement, and completion 
• Ensure data accuracy for reporting and funding purposes 

5. Communication & Engagement 

• Communicate program updates, reminders, and opportunities to participants 
• Support engagement strategies to maintain participant involvement 
• Assist in developing participant communications in collaboration with the 

Communications team 

6. Coordination & Team Support 

• Provide operational support to the Operations Manager and broader team 
• Assist with coordination between SEN program and other organisational functions 
• Support delivery of events, workshops, and engagement activities 

7. Continuous Improvement 

• Identify opportunities to improve participant experience and administrative processes 
• Provide feedback on system usability and program delivery 
• Contribute to improving SEN processes, tools, and workflows 

 

 



 
 

  

Position Description:  Self Empower Now (SEN) Support Officer (Level 4) 
 

Page | 3 

Key Selection Criteria 

Essential 

• Experience in administration, customer service, or program support roles 
• Strong communication skills with the ability to support and engage diverse participants 
• Demonstrated ability to manage enquiries and provide responsive service 
• Strong organisational and time management skills 
• Experience working with databases or online systems 
• Ability to work collaboratively within a team 
• Lived experience of mental health challenges 

Desirable 

• Experience supporting training programs or learning platforms (LMS) 
• Understanding of consumer participation or community services 
• Experience working in a not-for-profit or community sector environment 

 

Key Performance Indicators (KPIs) 

• Timeliness and quality of responses to participant enquiries 
• Participant satisfaction and engagement levels 
• Completion rates of SEN modules 
• Accuracy and timeliness of administrative and data entry tasks 
• Contribution to efficient program delivery 

 

Values & Behaviours 

• Respectful, inclusive, and participant-centred approach 
• Commitment to empowerment and capacity building 
• Strong attention to detail and accountability 
• Team-focused and collaborative 

 

Work Health & Safety 

• Comply with all WHS policies and procedures 
• Contribute to a safe, inclusive, and supportive workplace 
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How to Apply 

Please submit: 

• A cover letter 
• Your CV 
• A document addressing the Selection Criteria and Other Mandatory Requirements 
• Please note only applicants that provide a cover letter, CV and separate address to the 

selection criteria will be considered. 

Email to: 
admin@mhlet.org.au 
03 6223 1952 

Applications close:  20 July 2026 
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