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As an employee of Moreland City Council you are required to observe all Policies, Codes of Conduct, use and wear personal protective clothing and equipment (where applicable) and follow work instructions and relevant regulations.

Moreland City Council is committed to being a Child Safe organisation
and has zero tolerance for child abuse.

1. 
POSITION OBJECTIVES:

The coordination of the Children’s Services Resource Unit (CSRU) that supports the early years community, meets the requirements of Commonwealth and State Government funding bodies, and is consistent with the Early Years Strategy, Children’s Services Unit Plan and Council Plan priorities.

The collaborative implementation and evaluation of relevant and appropriate strategies to assist Council in its role as an early years service planner, facilitator, advocate and specialist service provider.

The facilitation of information, professional development and networks to early years services, and information to the community on early years topics and the range of early years topics and children’s services available to families with children in Moreland.
2. 
KEY RESPONSIBILITY AREAS
2.1 

Service Delivery

Work with the CSU Manager to ensure the provision of a quality CSRU that meets the needs of families and services in accordance with current Standards, Regulations and Council plans and policies.

· Manage the Early Years Consultant (Preschool Field Officers (PSFO)) program which provides inclusion support to State funded kindergarten staff and parents within the municipality.
· Coordinate the operation and development of three and four-year-old Kindergarten Central Enrolment and the Child Care Central Registration programs.
· Supervise the Playgroup Development Officer who provides support to community playgroups and oversees the Supported Playgroup Program.
· Facilitate outreach into the community to families requiring information and support by coordinating a CSU presence at festivals, parent sessions, libraries etc.
· Liaise with early years staff, Committees of Management and Early Years Managers operating from Council owned buildings inline with Council’s Lease Policy.

· Assist with the development and implementation of the capital works program for Council owned child care centres and kindergartens.
· Provide generic support to children’s service providers in the municipality.

· Coordinate management training and resourcing to support community-based children’s services committees of management.
· Coordinate effective publicity and promotion of the CSRU activities and children’s services in Moreland.

· Coordinate children’s service linkages through networking and liaison.
· Coordinate the planning and implementation of the CSRU’s early years professional development and information sessions.
2.2 
Administration

· Develop and monitor the CSRU budget and make recommendations as required.

· Establish and maintain systems for receiving, monitoring and acquitting external funds.
· Provide regular accountability reports for Council and State Government funding bodies. 

· Monitor CSRU administrative and reporting systems according to State guidelines, accountability requirements, and policies and procedures.
· Prepare Council Reports and correspondence as required.
· Develop systems for the regular collection of data, which can be used to monitor the performance of the service.

· Provide input into the development and implementation of the Service Unit plan, and other plans as required.

· Ensure all Occupational Health and Safety requirements are met.

2.3 
Staff Supervision


Provide leadership, mentor and support the CSRU team to ensure the development and provision of effective, efficient, proactive and responsive work methods in relation to:

· Strong customer focus and community outreach in relation to the early years.

· Support to children’s services providers, e.g. centre visits, telephone, email and web-based contact, liaison, resourcing and referral.

· Increasing services’ capacity to include children with additional needs and improve the quality of the children’s service program.

· Support to community-based playgroups and Council’s Supported Playgroup Program.

· The delivery of the Kindergarten Central Enrolment and Child Care Central Registration programs.

· Resource and support to early years staff, Committees of Management and Early Years Managers.
· Participation in the selection and recruitment of CSRU staff.

· Keeping appropriate records related to all the above.

Conduct monthly staff support sessions for each staff member and effectively manage staff performance issues as required.
· Undertake annual Performance and Development Reviews.

· Participate in fortnightly catch-ups with the CSU Manager.

2.3 Team Leadership

· Provide leadership and supervision to the CSRU team.

· Organise regular CSRU team meetings.

· Facilitate links with CSU staff to participate in and contribute to relevant CSRU projects.

· Ensure that the CSRU team have input into the development, implementation and evaluation of the Children’s Services Unit Plan.

· Undertake needs analysis and respond to CSRU staff needs for training.

· Coordinate the development of the Children’s Services Professional Development and Family Information Calendar, considering feedback received from participants and current/new initiatives, programs and/or policies in the early years.

· Coordinate the delivery of the Professional Development and Family Information Calendar events, including event management and meeting staffing requirements.

2.4 Program Service Development
· Work collaboratively with both internal and external stakeholders in the development and implementation of projects that will enhance the provision of children’s services in the community, such as the implementation of funded three-year-old kindergarten.

· Identify trends and emerging issues and work with the CSU Manager, Early Years Planning and Development Officer and Children’s Services Liaison Officer to facilitate the planning and development model of current and future children’s services.

· Undertake research and analysis of emerging issues and recommend on appropriate actions and funding opportunities.
· Contribute to policy development.

· Support the planning and development of infrastructure that will meet the current and future needs of early years education and care

· Undertake service evaluation and initiate improvements as required.

2.6
Networking and Liaison 

· Coordinate the facilitation of regular early years services staff and Committee of Management forums.

· Coordinate regular Kindergarten Central Enrolment Reference Group meetings.

· Facilitate Council’s Family and Children’s Services Advisory Committee.

· Attend relevant Regional/State meetings and forums.

· Liaise with referral agencies and government bodies as required.

· Ensure that citizen enquiries and complaints are handled in line with Council Policy.

· Facilitate effective internal links between different Council services and strategies.
· Facilitate links between Children’s Services Unit and relevant peak bodies.
Continuous Improvement

· Implement and maintain Continuous Improvement System standards and procedures.

Environmental Sustainability

· Incorporate Council’s environmental sustainability objectives and targets into projects and programs.

· Promote and participate in a culture of environmental sustainability.

Occupational Health & Safety

· Implement and maintain health and safety standards and procedures according to legislation and consistent with MoreSafe.

· Demonstrate effective leadership on OHS matters

Diversity & Equity

· Undertake all duties with an awareness of and sensitivity to diversity and equity in accordance with Council policy.

Other duties

· Required to undertake other duties as directed.

3. ORGANISATIONAL RELATIONSHIP

Reports to:
Children’s Services Unit Manager

Supervises:
Early Childhood Consultants (Preschool Field Officers)

Playgroup Development Officer


Kindergarten Central Enrolment Officers

Child Care Central Registration Officer

Internal Liaisons:
Other CSU staff

Maternal and Child Health 


Other Early years and Youth staff

Finance and Human Resources 

Property Services and Capital Works Team

Open Space 

Citizens Services
IT

Civic Facilities 

Other Council staff as appropriate

External Liaisons:
Citizens and service users

Other Children’s Services providers

Early Years Managers
Government Departments

Early Childhood Intervention Services
Family Support Agencies

Community Health 

Allied Health Professionals

Early Learning Association Australia (ELAA)
Community Child Care (CCC)

Other Local Governments

Relevant local and state agencies

4. JOB CHARACTERISTICS RELEVANT TO THE POSITION

The following Job Characteristics should be read in the context of the definitions describing the characteristics required of a Band 7 employee as outlined in Part B of the Enterprise Agreement (Victorian Local Authorities Award 2001, Appendix A, Part A - Employee Band 7, Clause 7)
5. ACCOUNTABILITY AND EXTENT OF AUTHORITY 

· Responsible for supporting and resourcing the CSRU team members, with the authority to act within policies, procedures and established guidelines.

· Responsible and accountable for the preparation and monitoring of the CSRU Budget.

· Responsible for supporting and monitoring the performance of the CSRU Team members and to make appropriate recommendations.

6. JUDGEMENT AND DECISION MAKING

· Ability to exercise initiative and make decisions on routine and procedural matters.

· Ability to contribute to the development, review and implementation of policy, guidelines and procedures and to contribute to service development.

· The nature of work is specialised with methods, procedures and processes generally developed from theory or precedent. The problem-solving process comes from the application of these established techniques to new situations.
· Guidance is not always available within the organisation.

7. SPECIALIST KNOWLEDGE AND SKILLS

· Knowledge of the operations of early years services.

· Demonstrated understanding and application of legislative and regulatory requirements applicable to early years services.

· Understanding of the different roles of governments in the funding and administration of services.

· Knowledge of children’s development and management.

· Understanding of occupational health and safety issues.

· Understanding of Council’s policies and procedures. 

· Knowledge of the PSFO, Supported Playgroup and Kindergarten Central Enrolment funding guidelines.

· Knowledge and understanding of community organisations and an ability to work positively with management committees.

· Knowledge of the principles and practises of budgeting and financial procedures.

8. MANAGEMENT SKILLS

· Ability to manage time, set priorities, and plan and organise one’s own work (and, where appropriate, that of other employees) to achieve specific and set objectives in the most efficient way possible within the resources available and within a set timetable despite conflicting pressures.

· Ability to manage and support staff in a consultative and constructive manner.
· Ability to work independently and within a team.

· Understanding of and an ability to implement personnel policies and practices including those related to awards, equal employment opportunity and occupational health and safety policies, recruitment and selection procedures and techniques, position descriptions and employee development schemes. There is also an expectation to contribute to long term staffing strategies.

· Ability to take a leadership role in community-based management committees, particularly regarding their procedures and governance responsibilities.
9. INTERPERSONAL SKILLS

· Ability to motivate, support, mentor, develop and resource the CSRU team.

· Highly developed written and verbal communication skills.

· Employees at this level must also be able to liaise with their counterparts in other organisations to discuss and resolve specialist problems and with other employees within their own organisation to resolve intra-organisational problems.

· An understanding of cultural diversity, beliefs, values and needs of a culturally and linguistically diverse community.

· Ability to respond to emergencies/crises in a calm and efficient manner.

· Ability to gain the co-operation, trust and assistance of service users and other staff members involved in the provision of children’s services in Moreland.

10. QUALIFICATIONS AND EXPERIENCE

· Tertiary qualifications in Early Childhood (Diploma in Children’s Services is the minimum requirement).

· Demonstrated ability to lead a team in a consultative and constructive manner.
· Extensive experience in the children’s services field.
· Sound understanding of relevant legislation and policy context.

· Experience in community development and policy development.

· Demonstrated ability to perform the functions of the position.
· Current Victorian driver’s licence. 

· Current Police Check and Working with Children Check.

11.  PHYSICAL REQUIREMENTS OF THE POSITION

TASK ANALYSIS

In the course of his/her duties, a person in this position may be expected to work in or be exposed to the following conditions or activities as marked. 

	Condition/Activity
	Constant
	Frequent
	Occasional
	N/A

	
	
	
	
	

	Manual handling weights -above 10kgs

                                         -below 10kgs
	(  )

(  )
	(  )

(  )
	(()

(()
	(  )
(  )

	Manual handling frequency
	(  )
	(  )
	(()
	(  )

	Repetitive manual work
	(  )
	(  )
	(()
	(  )

	Repetitive bending/twisting
	(  )
	(  )
	(()
	(  )

	Working with arms above head
	(  )
	(  )
	(  )
	  (()

	Lifting above shoulder height
	(  )
	(  )
	(  )
	  (()

	Using hand tools – vibration/powered
	(  )
	(  )
	(  )
	  (()

	Operating precision machinery
	(  )
	(  )
	(  )
	  (()

	Close inspection work
	(  )
	(  )
	(  )
	  (()

	Wearing hearing protection
	(  )
	(  )
	(  )
	  (()

	Wearing eye protection
	(  )
	(  )
	(  )
	  (()

	Working in dusty conditions
	(  )
	(  )
	(  )
	  (()

	Working in wet/slippery conditions
	(  )
	(  )
	(  )
	  (()

	Wearing Gumboots
	(  )
	(  )
	(  )
	  (()

	Wearing safety shoes/boots (steel cap)
	(  )
	(  )
	(  )
	  (()

	Working with chemicals/solvents/detergents
	(  )
	(  )
	(  )
	  (()

	Washing hands with soap (hygiene)
	(  )
	(  )
	(()
	  (  )

	Working at heights
	(  )
	(  )
	(  )
	  (()

	Working in confined spaces
	(  )
	(  )
	(  )
	  (()

	Working in chillers (+4 degrees C)
	(  )
	      (   )
	(  )
	  (()

	Performing clerical duties
	(  )
	      (( )
	(  )
	(  )

	Working on a keyboard
	(  )
	      (( )
	(  )
	(  )

	Driving cars and/or trucks
	(  )
	(  )
	(()
	(  )

	Other (please specify) _______________________
	(  )
	(  )
	(  )
	  (  )


Other special features (e.g. nature of chemicals, travelling requirements, etc):

______________________________________________________________________
______________________________________________________________________
12. KEY SELECTION CRITERIA
· Tertiary qualifications in Early Childhood (Diploma in Children’s Services is the minimum requirement).

· Substantial years of experience in children’s services, with particular knowledge of child care and kindergarten operations and governance models, central enrolment, inclusion support and playgroups.

· Capacity to lead, build and support a team consistent with Moreland’s mission, vision and values and corporate culture.

· High level written and verbal communication skills.

· Proven experience and skills in financial, operational and staff management.

· Commitment to providing quality services, particularly in a culturally relevant way to Moreland’s diverse community, with experience and understanding of NQF and continuous improvement systems.

· Well regarded by and with established networks within the early childhood sector, for example, other local governments, university or training or research institutes, major providers, peak bodies and State and Commonwealth Departments.

· Computer competency in use of Word, Internet and email programs, and understanding of IRIS and Open Office software programs is highly desirable. 
· Current Victorian driver licence.
· Police Check and Working With Children Check.
SIGNATURE PAGE

This is to certify that the position description has been drawn up/reviewed by both employee & Supervisor/Manager.



Date
/
/

(Staff member’s signature)



Date
/
/

(Supervisor/Manager’s signature)

Please send original signed document to the HR Officer (Human Resources) and also forward an electronic version to be filed in the Position Description database.

	DATE CREATED: September 2007
	DATE MODIFIED:   January 2021
D09/002505

	DATE APPROVED: September 2007
	DATE PRINTED: 
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