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	Dandenong & District Aborigines Co-Operative Ltd




POSITION DESCRIPTION

Title

MANAGER, SOCIAL & COMMUNITY SERVICES

Award
Aboriginal Community Controlled Health Services (ACCHS) Award 2010
Classification

Salary range is by negotiation with successful candidate
Superannuation guarantee and generous salary sacrificing provisions

Work Location
This position will be based at U22/87-91A Hallam South Road, Hallam
Conditions of
Full Time position as per the ACCHS Award Administrative Grade 8 Level 4 – (+ margin as negotiated) 
Employment

Reporting to
CEO, Dandenong & District Aborigines Co-operative Ltd
Contact Officer
CEO, Dandenong & District Aborigines Co-operative Ltd
Telephone
03 9794 5933

Supervises
All employees aligned to Social & Community Services Division
External 
Co-operative Members.
Relationships
Members of the local Aboriginal Community.

Funding providers: Department of Health and Human Services (Victoria), Department of Health (Cwlth), Department of Justice & Regulation, Department of Social Services and others.

Other Aboriginal Community Controlled Organisations, peak bodies and state-wide organisations.

Relevant local governments in the DDACL catchment.
The general community.
Reviewed: 

15th July 2017
ABOUT THE ORGANISATION

The Dandenong & District Aborigines Co-operative Ltd (DDACL) is a community controlled organisation which is governed by a community elected Board of Directors.  It was established in 1975 and is committed to the provision of a high quality range of services which will foster and support positive and fulfilling lifestyles for individuals and families within our community.  These services are delivered in a professional and efficient manner and in keeping with our culture, traditions and heritage.

The DDACL and Bunurong Health Service (BHS) provide a ranges of services which include: Primary Health Care; Community Health Nurse; Aboriginal Health Worker; Stolen Generation Support Worker (BTH); Spiritual and Emotional Well Being (S&EWB) Development Officer; S&EWB Outreach Worker; Medical Driver; Dental Referral; Koori Maternity Services; Family Services; Youth Services; Home and Community Care; visiting services such as Financial Counsellor; Physiotherapist; Podiatrist; Maternal & Child Health Nurse and Centrelink services; along with two Partnership services the Aboriginal Best Start (ABS) and Aboriginal Health Promotion & Chronic Care (AHPACC).
POSITION OBJECTIVES

The Manager, Social & Community Services primarily co-ordinates and optimises the effectiveness of all the activities and programs funded by the Department of Human Services Victoria (DHHS) and other agencies of the organisation.  As a part of the Executive Management Team the Manager, Social & Community Services will develop and maintain a synergy with the CEO and the Managers of Aboriginal Health Services and Corporate Services and work as a valued part of the Executive Management Team to achieve the strategic goals of DDACL.   

The preferred candidate for this position will:

· Provide support in the co-ordination, development, maintenance and evaluation of the DHHS and other agencies programs managed by DDACL;

· Identify that need for new programs and projects through researching and analysing community issues, needs and problems and manages the funding submissions and program implementation strategies;

· Ensure that the program Coordinators/Team Leaders are able to function effectively and meet their respective responsibilities;

· Provide high level support to the day-to-day management of the organisation and provide essential supports to the community; and,

· Provide essential support to the CEO, including sharing in the deputising and providing relief for the CEO in their absence, if requested.

KEY RESULT AREAS

Service Delivery:

· Manage, co-ordinate and direct support to program Co-ordinators / Team Leaders of all of the DHHS and other agencies funded services including, Family Services, Elders, HACC and Disability, Alcohol & Drug Services, Homelessness and crisis accommodation services and other activities;

· Ensure that the funded activities conducted by the Co-operative meet all the requirements of DHHS and other agencies;

· Ensure that all activities conducted by the DDACL meet legal and legislative requirements;

· In collaboration with the CEO and the Executive Management Team, manage all new projects and liaise with appointed consultants ensuring they are managed effectively within agreed funding requirements and timeframes.
Program Coordination:

· As part of the Executive Management Team ensure all program activities are in compliance with relevant legal and ethical standards and within the funding requirements;

· Manage, liaise and support Program Co-ordinators / Team Leaders on all areas relating to the delivery of programs;

· Ensure accurate data analysis and reporting requirements are undertaken by Program Co-ordinators / Team Leaders and are provided to the CEO and other agencies per the rules and conditions of grants;

· Assist Program Co-ordinators / Team Leaders with developing appropriate resources enabling program objectives to be achieved;

· In the absence of the CEO, in collaboration with the Manager, Bunurong Health Service, generally undertake whatever actions and steps necessary to ensure that general effectiveness, functionality and compliance occurs in relation to all DDACL operations.

Financial Management:

· As part of the Executive Management Team assist in the preparation of annual budgets, funding submissions and quarterly reports;

· Ensure Program Co-ordinators / Team Leaders keep within approved budgets and agreed staffing levels;

· Ensure that the acquittal process and associated reports are provided to funding bodies in a timely and efficient manner;

· Ensure that all programs and activities occur in a fiscally responsible manner, in compliance with all relevant State laws and guidelines, and that all monies expended occur in a diligent, appropriate, equitable and responsible manner;

General Matters:

· As part of the Executive Management Team provide leadership, direction, support and encouragement to the organisation and community in meeting the challenges that confront it;

· Provide professional support and encouragement to the CEO and Executive Management Team and represent the CEO in their absence in a range of internal and external forums and activities, where necessary or requested;

· Provide a range of performance management functions in relation to employees, either in collaboration with the CEO or Manager, Aboriginal Health Services;

· As part of the Executive Management Team participate in meetings and contribute to the decision making in financial and program operational issues;

· Ensure the Health and Safety and Equal Opportunity requirements of the organisation are observed in undertaking duties;

· Other duties as may be reasonably requested by the CEO which are consistent with the classification and level of responsibility of a senior management position.

SELECTION CRITERIA

Mandatory:

1. A strong commitment to the needs and aspirations of the local Aboriginal community.  Demonstrated knowledge and understanding of local Aboriginal community, including family, youth, housing, health and educational needs.

2. Demonstrated knowledge and understanding of Cultural appropriateness and an ability to communicate effectively and sensitively with Aboriginal people.

3. Qualifications and/or proven experience in Social Work or similar field and relevant management experience.

4. Well developed communications skills especially with regard to workplace activities and demonstrable capacity in maintaining effective working relationships and maintaining community respect and support.

5. Proven experience in service delivery management in the social support and welfare sector.

6. Proven highly developed written communication skills that includes the development of submissions, reports, file notes and other documentation as well as collecting and recording data and monitoring programs as required.
7. A similar capacity in oral communication, including the ability to communicate effectively and respectfully in a wide range of audiences and situations.
8. Capacity to develop and implement projects in an inclusive and consultative manner.
9. A demonstrated knowledge and experience of community development principles.
10. A proven ability to work within an Executive Management Team and Program Team environment.
11. Demonstrated experience in developing and managing funding submissions and acquittals as well as implementation of strategic approaches.
12. Proven organisational skills, demonstrated ability to work without supervision using one’s initiative and with a strong sense of commitment.

13. A current unrestricted Victorian Driver’s licence with a further requirement to maintain same.

OTHER RELEVANT CRITIERIA

Final appointment of the preferred candidate will be subject to:

1. Completion of a satisfactory background and Police Check.

2. Possession of or a preparedness to obtain a “Working with Children Check” card.

3. The successful completion of a six month probationary period.

HOW TO APPLY

Your application should be addressed to:

Mr Andrew Gardiner

Chief Executive Officer

Dandenong & District Aborigines Co-operative Ltd

P O Box 683

DANDENONG VIC 3175
And must include:

· A covering letter of application marked “Private and Confidential”;

· A statement against each Selection Criteria;

· A current Resume or CV; and,

· At least Two nominated professional referees.

And must be received no later than close of business (5:00 pm) on

Friday 18th August 2017.
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