
 

JOB OUTCOMES DESCRIPTION: LEAD FACILITATOR 
 
This role is graded at Social, Community, Home Care and Disability Services Award (2010) (‘SCHADS Award’) classification level 5.  
 
Purpose of the Lead Facilitator role -  
 

1.​ Responsibility for delivering high quality mentoring programs, Program Talks and Insights Talks, to improve session/ talk content and materials. 
 

2.​ Responsibility for improving/ updating I CAN School® / I CAN Online Program session/ talk content and materials. 
 

3.​ Responsibility for delivering/ generating business development activities from allocated programs/ talks. 
 

4.​ Responsibility for scheduling Program Talks and Insights Talks in schools, as directed by the Customer Service Manager/ or Lead 
 

5.​ Responsibility for scheduling, designing and delivering or co-delivering Program Facilitator and Mentor training. 
 

6.​ Responsibility for supporting and conducting the Program Review process and Program Health Check process.​
 

Lead Facilitators work under general direction and are responsible for ensuring I CAN School® / I CAN Online Program content is relevant and up to date, and ensuring all 
staff have the required I CAN session resources to run high quality programs. They are also responsible for scheduling and delivering/ co-delivering team training, supporting 
the program review/ health check process and conducting reviews/ health checks, and setting a high standard for program/ talk quality, including the cross-promotion of I CAN 
Online to I CAN School families via communications, information sessions, Program Talks and Insights Talks, and school session summaries. 
 
Lead Facilitators will need to feel a strong connection and genuine passion for the strengths of Autistic people, embrace an ‘I CAN’ attitude and the purpose of I CAN - to 
prove what Autistics CAN do. Lead Facilitators will be required to work in a highly flexible environment, maintaining strong communication with stakeholders, Program 
Facilitators (Levels 1 and 2) and Mentors, and the wider I CAN Network management team.  
 
The successful applicant will require an Employee Working With Children Check (“WWCC”) prior to commencement of the role in compliance with Child Safe Standards. The 
role will also have a probationary period of six months. Travel undertaken in the course of duties of this role will be reimbursed in alignment with the Social, Community, Home 
Care and Disability Services Award (2010) (‘SCHADS Award’). 
​
Please note the following about what this role is not:  

●​ Visiting every program  
●​ Conducting every program review and every health check 

 
 

Key position information Last Updated: 9 May 2025 

Title: Lead Facilitator, I CAN Network  
 

Position reports to:  
●​ Customer Service Manager 
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Primary purpose of position Interests  Capabilities/ Experience 

Purpose of the Lead Facilitator role -  
 

1.​ Responsibility for delivering high quality mentoring programs, 
Program Talks and Insights Talks, to improve session/ talk content 
and materials. 

 
2.​ Responsibility for improving/ updating I CAN School® / I CAN Online 

Program session/ talk content and materials. 
 

3.​ Responsibility for delivering/ generating business development 
activities from allocated programs/ talks.  

 
4.​ Responsibility for scheduling Program Talks and Insights Talks in 

schools, as directed by the Customer Service Manager/ or Lead 
 

5.​ Responsibility for scheduling, designing and delivering or 
co-delivering Program Facilitator and Mentor training. 

 
6.​ Responsibility for supporting and conducting the Program Review 

process and Program Health Check process. 
 
 

●​ Passion for supporting youth 
●​ Passion for supporting people on the 

Autism Spectrum and their talents 
●​ Belief in I CAN Network’s Values 

●​ Compliance/ Risk Management 
●​ Proven track record working in schools 

such as in a teaching team 
●​ Budgetary understanding 
●​ Strong administrative and IT skills 
●​ Project Coordination experience 
●​ Strong understanding of I CAN 

audiences 
●​ Strong stakeholder engagement skills 
●​ Content development experience 
●​ Understanding of program design 

Outcomes Key Performance Indicators Targets 

1.​ Responsibility for 
delivering high quality 
mentoring programs, 
Program Talks and 
Insights Talks, to improve 
session/ talk content and 
materials. 

 

1.1. Deliver a small number of mentoring programs each week of a school term, 
and Program Talks and Insights Talks, as required.   
 
1.2. Ensure achievement of I CAN outcomes framework and logic maps for the 
assigned customer/s and their chosen I CAN service (mentoring sessions and/ or 
talks) by adapting the delivery of I CAN prescribed content in a way which is 
relevant for the diverse support requirements and strengths of assigned mentees.  
 
1.3. End-to-end supervision of assigned Mentor during the implementation of a 
group mentoring program. 
 

●​ Complete all online Training Modules as 
required of the position. 

 
●​ Risks are known and effectively managed 
 
●​ Delivery of 2-3 programs per week. 

  
●​ 80% program satisfaction rating in service 

line or service delivery area. 
 
●​ 100% of programs have attendance data 

and relevant case notes captured via 
Skedulo. 
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1.4. Ensuring that feedback is delivered during set up and debrief of the sessions 
to the Mentor as each week progresses. 
 

●​ 100% of session summaries/ or NDIS 
note-taking and reports are delivered on 
time. 

2.​ Responsibility for 
improving/ updating I 
CAN School® / I CAN 
Online Program session/ 
talk content and 
materials. 

 

2.1. Promote the use of evaluation results in the Customer Service Team.  
 
2.2. Leveraging outcomes framework, logic maps, evaluation results, student 
voice and school/ I CAN staff insights to identify updates and improvements to 
existing I CAN mentoring session content.  
 
2.3. Regular, deliberate and extensive contribution to the co-creation of updated/ 
new activities and updated/ new whiteboard visuals and handouts. 
 
2.4. Leveraging outcomes framework, logic maps, evaluation results, student 
voice and school/ I CAN staff insights to identify updates and improvements to 
suggest variations to the existing I CAN program for Deputy CEO and/ or CEO 
approval.  
 
2.5. Responsible for ensuring School/ Online Program content on the Drive is up 
to date and accessible to Mentors and Program Facilitators. 
 
2.6. Contribute to existing innovations to the I CAN School and Online Programs 
including the Year 7 Transition Program.   
 

●​ Before and after program survey data is 
collected from 90% of programs annually. 

 
●​ 100% of programs have attendance data 

and relevant case notes captured via 
Skedulo. 

 
●​ 100% of session summaries/ NDIS 

note-taking and reports/ information session 
decks/ and PD Referenced Resources are 
delivered on time. 

 
●​ 80% program satisfaction rating in service 

line or service delivery area. 
 
●​ Achievement of annual targets relative to 

funding agreements (e.g. the Vic DE I CAN 
FY24 - FY27 Project Plan) and annual work 
plan. 

 
●​ I CAN Google Drive and I CAN authorised 

program materials are accessible to 100% 
of staff.  

3.​ Responsibility for 
delivering/ generating 
business development 
activities from allocated 
programs/ talks 

3.1. Exercise initiative and judgement in using I CAN Ltd’s mentoring modules as 
a basis to further develop, customise, and create bespoke sessions which are 
used and recognised as “showcases” of the I CAN Network mentoring program to 
potential customers (e.g. neighbouring schools).   
 
3.2. Support the Customer Service Team as required to achieve business for the 
service (e.g. assistance in the sales/renewals process for schools).  
 
3.3. Supporting Customer Service Manager/ Lead with Business Development 
across the service area 
 

●​ Achievement of annual targets relative to 
funding agreements (e.g. the Vic DE I CAN 
FY24 - FY27 Project Plan) and annual work 
plan. 

4.​ Responsibility for 
scheduling Program 
Talks and Insights Talks 
in schools, as directed by 

4.1. Support the Customer Service Manager/ Lead by organising and scheduling, 
as directed, Program Talks and Insights Talks, for customers, including information 
sessions, student educational talks and professional development workshops.  

●​ 80% program satisfaction rating in service 
line or service delivery area. 

 

© I CAN Network Ltd. ​ ​ ​ ​ ​ ​ ​ ​ ​ ​ Page 3 of 4 

https://icannetwork.online/our-impact/
https://drive.google.com/drive/folders/1jjlZ6m0hGaZwwSXb1sc6m3L6hIVGjvXk
https://icannetwork.online/our-impact/
https://drive.google.com/drive/folders/1jjlZ6m0hGaZwwSXb1sc6m3L6hIVGjvXk
https://docs.google.com/document/d/1HKYM7b_YNivkk_H9k4V_hfn9n6csxbuT/edit?usp=sharing&ouid=106575572261310164949&rtpof=true&sd=true
https://docs.google.com/document/d/1HKYM7b_YNivkk_H9k4V_hfn9n6csxbuT/edit?usp=sharing&ouid=106575572261310164949&rtpof=true&sd=true
https://docs.google.com/document/d/1HKYM7b_YNivkk_H9k4V_hfn9n6csxbuT/edit?usp=sharing&ouid=106575572261310164949&rtpof=true&sd=true
https://docs.google.com/document/d/1HKYM7b_YNivkk_H9k4V_hfn9n6csxbuT/edit?usp=sharing&ouid=106575572261310164949&rtpof=true&sd=true


 

the Customer Service 
Manager/ or Lead 

●​ 100% of programs and staff are rostered via 
Skedulo. 

 
●​ Achievement of annual targets relative to 

funding agreements (e.g. the Vic DE I CAN 
FY24 - FY27 Project Plan) and annual work 
plan. 

5.​ Responsibility for 
scheduling, designing 
and delivering or 
co-delivering Program 
Facilitator and Mentor 
training. 

 
 
 
 
 

 
 

5.1. Support achievement of the I CAN Network Capabilities Framework through 
scheduling, designing and delivering and/ or co-delivering regular group, individual 
and on-job training for I CAN staff, from Mentors to Program Facilitators Level 2.  
 
5.2. Leverage evaluation results, observation, team feedback, program reviews 
and program health checks to regularly coach/ deliver feedback to I CAN staff, 
from Mentors to Program Facilitators Level 2.  
 
5.3. Maintain regular communication with Customer Service Team staff to glean 
feedback from school supervisors and I CAN staff on program delivery. 

●​ Preservation of I CAN Network’s 50% 
difference  

 
●​ Compliance with the policies of I CAN 

Network 
 
●​ Before and after program survey data is 

collected from 90% of programs annually. 
 
●​ 80% program satisfaction rating in service 

line or service delivery area. 
 
●​ 100% of programs have attendance data 

and relevant case notes captured via 
Skedulo. 

 
●​ Shift Guides and I CAN Session Templates 

are implemented. 
 
●​ Attend regular catch ups/provide updates to 

Customer Service Manager/ Lead. ​
 

6.​ Responsibility for 
supporting and 
conducting the Program 
Review process and 
Program Health Check 
process. 

6.1. Support the Customer Service Manager/ Lead with the development and 
implementation of a program/ peer review roster and program health check roster.  
 
6.2. Conduct program/ peer reviews and program health checks against schedules and 
workflows for the same from the Customer Service Manager/ Lead.   
 
6.3. Responsible for ensuring relevant admin for program reviews and health checks is 
completed by other colleagues, e.g. Program Facilitators Level 2 and Customer Service 
Team colleagues 
 
6.4. Troubleshooting in programs as required and taking an active role in leading 
conversations with schools.  

●​ 100% of programs receive a Health Check 
during the course of their delivery 

 
●​ 100% of staff receive a Program and Peer 

Review every 12 months 
 
●​ Customer files in Salesforce remain up to 

date.  

 
© I CAN Network Ltd. ​ ​ ​ ​ ​ ​ ​ ​ ​ ​ Page 4 of 4 

https://docs.google.com/document/d/1HKYM7b_YNivkk_H9k4V_hfn9n6csxbuT/edit?usp=sharing&ouid=106575572261310164949&rtpof=true&sd=true
https://docs.google.com/document/d/1HKYM7b_YNivkk_H9k4V_hfn9n6csxbuT/edit?usp=sharing&ouid=106575572261310164949&rtpof=true&sd=true
https://docs.google.com/document/d/0BzV52YA5QHxjMXZLdS04SU9Mc09FTTZHUkZlcFBtZXVFSUJR/edit?usp=sharing&ouid=106575572261310164949&resourcekey=0-6I-wwQ8Fg4po30M9BdLMBQ&rtpof=true&sd=true
https://docs.google.com/document/d/1mOGVV29wO4BakruToUKRUDDuaugqfw3c-y5vRPFj9Zg/edit?usp=sharing
https://docs.google.com/document/d/1mOGVV29wO4BakruToUKRUDDuaugqfw3c-y5vRPFj9Zg/edit?usp=sharing
https://drive.google.com/drive/folders/1d79lke1XwS0rd44pXpj_KbNBVnCf5-qw?usp=sharing

