
 
 

Job Description 
Position: Trainer and Assessor 
Responsible to: Manager, Learning and Development 
Responsible for: Training and Assessment 
Role Type:   FT or PT depending on availability of preferred candidate 

(between 30-38 hours/week) 
 
 
 

About MHCC 
Mental Health Coordinating Council (MHCC) is the peak body for non-government mental 
health community-managed organisations (CMOs) across New South Wales (NSW). 
MHCC has member organisations which provide a diversity of psychosocial and clinical 
services. MHCC advocates trauma-informed recovery-oriented practice and works closely 
with its members and other stakeholders to build capacity and improve mental health 
service delivery to people with lived experience of mental health conditions, their families 
and carers in NSW. 
MHCC takes a leadership role in advocating the vital importance of the mental health 
community managed sector. We participate extensively in policy reform and work in 
partnership with State and Commonwealth Governments to build cross-sectoral 
collaboration and understanding. 
MHCC is a Registered Training Organisation (RTO) providing accredited and non- 
accredited courses and professional development to community sector workers and other 
stakeholders. 

MHCC’s Vision 
People living with mental health conditions are supported to live meaningful lives in the 
communities of their choice. 

MHCC’s Purpose 
Empowering community-managed mental health in NSW through leadership, advocacy and 
support. 

MHCC’s Underlying Principles 

• Good mental health is about the whole person: their social, psychological, physical, 
emotional, spiritual, cultural and economic needs 

• The lived experience of people with mental health conditions must guide the design, 
management and delivery of services 

• People need access to a range of supports and services to enhance their ability to 
live a meaningful life 

• A collaborative cross sector approach to service co-design and workforce 
development is required 

• A trauma-informed recovery-oriented practice approach must underpin all aspects of 
service governance and delivery 



 
About the Role 
The Trainer and Assessor delivers accredited and non-accredited courses and professional 
development training to a wide range of participants within NSW and across Australia. They 
are responsible for delivering training and undertaking assessments which comply with RTO 
standards and MHCC’s values and aims. 
The Trainer and Assessor forms part of MHCC’s Learning and Development (LD) team. 
A full list of the training offered by MHCC can be found on our website https://mhcc.org.au/  

 
Key Accountabilities 
Training & Assessment 

• Plan, prepare and deliver accredited and non-accredited courses and professional 
development training in accordance with the Standards for Registered Training 
Organisations (RTOs) 2015 and MHCC’s Trainer and Assessor Handbook 

• Assist in the development, implementation and review of training and assessment 
strategies and materials 

• Participate in validation and moderation sessions as required 
• Develop individual learning plans for participants with learning difficulties or 

particular needs 
• Deliver training within a dynamic and safe learning environment 
• Report all accidents and incidents to the LD Manager in accordance with MHCC’s 

procedures 
• Provide advice to the LD Manager and team regarding participants’ learning 

support needs and progress 
• Provide learning support to participants beyond the classroom as required 
• Mark assessments in accordance with MHCC’s Trainer and Assessor Handbook 
• Identify and suggest improvements to Training and Assessment materials and 

processes 

Administration and Paperwork 

• Ensure all training and assessment documents and data bases are maintained to 
RTO standards and in accordance with MHCC’s policies and procedures 

• Provide feedback to the LD Manager and team regarding relevance and currency 
of training and assessment materials 

Compliance and Quality Assurance 
• Ensure industry and VET competencies are maintained in accordance with the 

trainer and assessor requirements of the Standards for Registered Training 
Organisations (RTO) 2015 and with MHCC’s policy and procedures 

• Ensure all training and assessment documents and data bases are maintained to 
RTO standards 

• Participate in MHCC professional development activities as required 
• Deliver training in a manner which reflects MHCC’s values 
• Monitor and evaluate training delivery to ensure it meets stakeholder needs 
• Ensure all training and assessment conducted recognises and reflects: 

• Recovery-orientated practice 
• Trauma-informed practice 
• Industry needs and expectations 

https://mhcc.org.au/


 
• Develop and maintain a training culture that consistently represents MHCC values 

and its role as an industry-based RTO that is responsive and adds value to the 
sector 

• Provide a client-friendly service that caters for, and delivers on, industry needs and 
ensures the delivery of quality customer service 

Other 
• Positively represent MHCC at all times, and reflect MHCC’s mission and aims and 

actively be aware of MHCC’s role as a peak body 
• Attend/participate in trainer and assessor meetings as required 
• Promote the profile of the MHCC and LD to the sector and other relevant parties 
• Adhere to MHCC’s policies and procedures and workplace/industry requirements 
• Contribute to the development and review of LD policies, procedures and systems as 

required 
• Ensure compliance with all Commonwealth & State legislative requirements governing 

the MHCC business activities (including but not limited to EEO, Anti-discrimination, 
WHS, VET) 

• Travel within NSW and interstate as required 
• Complete other duties as required 

 
Selection Criteria 
 

• Certificate IV in Workplace Training and Assessment (TAE40116 or equivalent) 
• Certificate IV in Mental Health or Certificate IV in Mental Health Peer Work (or 

willingness to obtain) 
• Experience training in a vocational environment utilising an engaging and “think on 

your feet” training delivery style and applying adult learning principles 
• Current industry work experience in the community mental health sector and 

knowledge of trauma-informed recovery-oriented principles 
• Demonstrated commitment to maintaining professional and industry currency 
• Based in Sydney with willingness to travel within NSW and interstate as required 

 
Desirable, but not essential 

 
• Lived experience of mental health and direct experience in the provision of peer work 

will be highly regarded 
• Sound knowledge of the VET Quality Framework and how it is applied to training 

delivery and assessment  
• Current NSW drivers’ license 
• Demonstrated experience in development and review of training materials for both 

face to face and virtual training delivery methods 
• Delivery of virtual training 

 
About our Benefits 

• Salary packaging options to receive up to $15,900 of your salary tax-free meaning 
more take-home pay! 

• Flexible working arrangements 
• Working alongside professional and dedicated team members all wanting to make a 

difference in our communities 
 
 



To Apply 

If excited by the information above, we look forward to receiving your application, including 
your resume and cover letter expressing your interest and suitability for the role.  

MHCC requires all applicants to be 'up to date' with their vaccination status for COVID-19. This 
is a condition of employment. MHCC may contact suitable candidates prior to the application 
close date. Remuneration is commensurate with experience. Successful candidates will be 
required to undergo pre-employment Criminal History Checks as a condition of employment.  

• Applications that do not address selection criteria will not be considered
• Full job description is available from our website via mhcc.org.au
• We promote diversity and practice equity. Aboriginal and Torres Strait Islander

people, people from diverse cultural backgrounds, LGBTIQA+ people and people with
disabilities are strongly encouraged to apply.

Any enquires regarding the position should be addressed to LD Manager Michelle Hoomans: 
office@mhcc.org.au    

https://mhcc.org.au/training/courses/
mailto:office@mhcc.org.au
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