
Position Description (Social and Community Services Level 5)
Our Mission:  To share in the healing ministry of Jesus by providing professional community services to enhance the wellbeing of individuals and families.
	POSITION TITLE
	Home Maintenance Manager
	SALARY SCALE
	Social, Community, Home Care and Disability Services Industry Award 2010
Social and Community Services Level 5
	EMPLOYEE NAME
	

	HOURS PER FORTNIGHT
	X hours per fortnight
	LOCATION
	Bundaberg
	RESPONSIBLE TO
	Community Care Manager (Southern Region)
	APPROVAL DETAILS
	Robert Sims		Role:  Director		Date:  15th September, 2020


	
PRIMARY OBJECTIVES

MAIN CHARACTERISTICS OF THE POSITION (from The Modern Award)


MAIN RESPONSIBILITIES (from The Modern Award)

ORGANISATIONAL RELATIONSHIPS

EXTENT OF AUTHORITY

SIGNING AUTHORITY
	Capital Expenditure 
	$0.00
	Recurrent Expenditure 
Please refer to 
BU 20D_Purchase Signing Authority
	    $2,500 (Budgeted)
$1,000 (Unbudgeted)

	Approve Overtime
	  Yes 	  No
	Approve Timesheet
	  Yes 	  No

	Approve Leave
	  Yes 	  No
	Approve TOIL
	  Yes		  No

	Change Employment Conditions for Line Managed Staff
(increment increases, change in hours, etc)
	  Yes  	  No


QUALIFICATIONS, KNOWLEDGE, SKILLS AND EXPERIENCE

DUTIES OF THE ROLE

SIGNATURES
												
Employee				Line Manager				Date

EMPLOYEE ROLE GUIDELINES (KPI)
Key Performance Indicators (KPI) must be consistent with the Duties of the Role.  The number of KPI will vary with each position.
	KEY PERFORMANCE INDICATOR
	TARGET
	ACCEPTABLE

	KPI 1 Mission, Vision & Values

	Documented attendance at formation activities each year e.g. Attendance at the CentacareCQ Annual Conference  
	Documented attendance at formation activities at least once per year
	Documented attendance at formation activities at least once per year

	Annual level of engagement for the team as identified through the November annual Staff Survey

	Above 80% level of Engagement and under 5% Disengagement
	Above 65% level of Engagement and under 10% Disengagement



	KPI 2 Heading Policy, Planning and Communication

	Undertake operational management of service delivery staff including Support Workers and Client Management Staff (Case Management)
	Line Management support completed & Documented as outlined in policy and procedure
	Line Management support completed most of the time (80% of policy and procedure) & Documented as outlined in policy and procedure


	Client Satisfaction Surveys register satisfaction with services provided

	95% satisfaction rating for clients surveyed
	85% satisfaction rating for clients surveyed



	KPI 3 Heading Financial and Resource Management and Control

	Revenue and Expenditure align to the annual budget and are within acceptable tolerances.

	Revenue and expenditure within 5% of budget without explanation and approval
	Revenue and expenditure within 10% of budget without explanation and approval


	Identify and pursue opportunities to increase financial sustainability of the service through the pursuit of additional revenue or reduction in expenses.

	Implement measures that improve the financial performance of the service by 10% compared to the previous year

	Implement measures that improve the financial performance of the service by 5% compared to the previous year




	KPI 4 Heading Business Development and Day to Day operations

	Meet all contractual requirements for services funded within the region
	Meet contracted outputs within 2% variance
	Meet contracted outputs within 5% variance

	Ensure all client complaints are recorded within risk man system. Complaints are investigated and closed within 48 hours
	95% of complaints investigated and closed within 2 business Days

	85% of complaints investigated and closed within 2 business Days






	KPI 5 Heading Staff Leadership and Development

	All staff are trained to undertake and complete their roles. 
	All service delivery staff adequately trained to complete all relevant roles safely and effectively. 

	Staff adequately trained to complete their role safely and effectively. 




	KPI 6 Governance & Legal

	Annual survey results show low levels of reported bullying, harassment and discrimination.  
	95% of staff report no bullying, harassment and discrimination in the annual staff survey

	90% of staff report no bullying, harassment and discrimination in the annual staff survey


	Low level of Workcover leave taken by workforce due to workplace injury or incident. 
	Less than 2 lost work days (on Workcover) per each FTE of workplace each year
	Less than 4 lost work days (on Workcover) per each FTE of workplace each year



	KPI 7 internal and External Relationships

	Client promotion and information event/activity held by Service
	2 Events each Quarter
	1 Event each Quarter
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