COORDINATOR - MANAGER
Position Description

POSITION DESCRIPTION: 	   

	Position title:
	Coordinator - Manager

	Status:
	{INSERT STATUS i.e. casual, part or full time}

	Location:
	{INSERT LOCATION}

	Classification level:
	SACS Level 6

	Award
	Social, Community, Home Care and Disability Services Industry Award 2010

	Reporting to:
	{INSERT POSITION TITLE}

	Date Approved:
	{INSERT DATE APPROVED}



WORKING ENVIRONMENT	
Code of Conduct
All employees must abide by the Organisational Code of Conduct.
Work Health and Safety:
As an employee, you must be aware of and comply with requirements of the relevant Work Health and Safety legislation and associated regulations.  This includes taking responsibility for your own health and safety and that of others in the workplace and complying with the Organisations occupational health and safety policies and procedures.
Performance Review:
A Performance Review will be conducted using the Organisations Performance Management Process.


POSITION SUMMARY	
An employee at this level plans, co-ordinates supervises, manages, implements and administer the activities and policies including preparation of budget for their area of responsibility.
An employee at this level is also expected to effectively supervise, manage and support the team to ensure delivery of the service objectives by providing essential skills, knowledge and support to the team and will be required to provide consultation and assistance relevant to the workplace.


HOUSE OBJECTIVES	
The purpose of Neighbourhood Houses in Tasmania is to work as community operated organisations building community capacity in socially isolated and disadvantaged local areas or neighbourhoods. The goals of Neighbourhood Houses are 
· Building Community
· Supporting People and their Families
· Enhancing Choices
· Community Led Governance.

Neighbourhood Houses must consult and respond to the specific needs of their communities within their own resources and in partnership with other government and non-government agencies and organisations.

The {INSERT HOUSE} is an independent incorporated association, funded by the Department of Health and Human Services and operates within the framework of the DHHS Neighbourhood House Programme.


LEVEL OF RESPONSIBILITY	
This position is directly responsible to their immediate supervisor for all aspects of service delivery and organisational management for projects and/or programs under their control. The performance of this position is subject to limited direction from senior employees or management. The employee will be expected to contribute to the management of the organisation, assist or prepare budgets, establish procedures and work practices. Employees will be involved in the formation of programs and work practices and will be required to provide assistance and/or expert advice to other employees and will be required to set outcomes for the work areas for which they are responsible so as to achieve the objectives of the organisation.  Employees may be required to negotiate matters on behalf of the organisation.
The employee has the responsibility for decision-making in the particular work area and the provision of expert advice.  Any issues falling outside these areas are to be referred to the employee’s supervisor.

SUPERVISION	
An employee at this level operate under limited direction from senior employees or management, involved with establishing operational procedures which impact upon the organisation and/or the sections of the community served by it, be required to set outcomes for the work areas for which they are responsible so as to achieve the objectives of the organisation.  An employee at this level will be required to supervise staff, exercise managerial responsibility, work independently as specialists or may be a senior member of a single discipline project team or provide specialist support to a range of programs or activities.

KEY TASKS AND DUTIES 
· undertake significant projects and/or functions involving the use of analytical skills;
· undertake managerial or specialised functions under a wide range of conditions to achieve results in line with organisation goals;
· exercise managerial control, involving the planning, direction, control and evaluation of operations which include providing analysis and interpretation for either a major single or multi-specialist operation;
· undertake a range of duties within the work area, including develop work practices and procedures; problem definition, planning and the exercise of judgment; provide advice on policy matters and contribute to their development;
· negotiate on matters of significance within the organisation with other bodies and/or members of the public;
· provide advice on matters of complexity within the work area and/or specialised area;
· control and co-ordinate a work area or a larger organisation within budgetary constraints; and
· exercise autonomy in establishing the operation of the work area.


Sample tasks include, but are not limited to: 
· provide a safe, nurturing, and interactive service through the provision of flexible support options, encouraging a work practice based on active support;
· ensure adherence to organisational policy and practice by the team;
· utilise conflict resolution and negotiation skills to promote effective outcomes within the team, and with the support and guidance of management;
· role model and mentor a positive culture that encourages team unity, respect and work practices that align with the House’s values and code of conduct;
· encourage and develop a team consultative approach to ensure consistent quality service provision and an environment where open communication is respected and valued;
· set priorities and monitor work flow, ensuring other employees and volunteers are performing the requirements of their role appropriately and in accordance with their job description, organisational policies and guidelines;
· ensure rosters are completed, shifts are filled and timesheets are submitted;
· develop, plan and supervise the implementation of educational and/or developmental programs that incorporate broad based skill development;
· work closely with the Project Worker and/or Project Coordinator to design and implement programs that cater for specific individual needs such as clients with high support needs and behaviours of concern, and ensure specific client requests are identified and met by direct service delivery staff e.g. school attendance and transport;
· ensure client’s specific health, hygiene, and social needs are being met while accessing services;
· ensure other employees and volunteers are adequately supported and trained to meet client needs;
· ensure that the service provided is in keeping with the policies and procedures of the House;
· ensure client information is maintained and stored in a consistent format and contains current information for daily operational requirement; 
· maintain an asset register for the House;
· assist with the preparation of program budgets in liaison with management, and be responsible for the program operating to budget;
· facilitate staff meetings including the preparation of an agenda, ensure minutes of the meeting are kept and action items are followed up on;
· manage informal grievances within the work place;
· assist with staff recruitment and induction;
· conduct staff performance reviews and individual meetings;
· ensure personal work practices, and those of other employees and volunteers, comply with the House’s Occupational Health and Safety Policies and Procedures; and
· ensure continued participation in own self development.

Key Performance Indicators
· organisational policies and procedures are adhered to;
· completion of tasks evidenced with high degree of accuracy and timeliness, particularly in relation to financial reporting;
· evidence of client related concerns having been reported to house Coordinator; and
· evidence of compliance to legislative obligations.
QUALIFICATIONS	
Desirable Qualifications
· relevant four year degree with one years relevant experience; 
· three year degree with two years of relevant experience; 
· associate diploma with relevant experience; 
· lesser formal qualifications with substantial years of relevant experience; or
· attained through previous appointments, service and/or study, an equivalent level of expertise and experience to undertake a range of activities.


OTHER REQUIREMENTS	
· current unrestricted Tasmanian driver’s licence;    {DELETE if not required}
· required to provide a satisfactory National Police Check and Working with Children Check; and
· provision of a satisfactory pre–employment medical report.


SELECTION CRITERIA	
· [bookmark: _GoBack]demonstrated ability to work ethically and with appropriate levels of confidentiality;
· highly developed skills in staff supervision, coaching and training;
· highly developed interpersonal skills including conflict resolution, negotiation, liaison, motivational and representational skills, and the ability to deal effectively with clients and work with a broad range of people;;
· experience leading within a team environment and the ability to participate effectively and respectfully within a team based environment
· highly developed verbal and written communication (including report writing) and analytical skills; ability and willingness in exercising initiative, discretion or professional judgement within the constraints of organisational policy; and
· well developed computer skills including a range of software packages.

SIGNATURES	
Signed for and on behalf of the Organisation:
	Name:
	
	Signature:
	

	Position:
	
	Date:
	



The Employee:
I acknowledge that my duties and responsibilities are as outlined in this position description.  I further acknowledge that my duties may be varied from time to time.
	Name:
	
	Signature:
	

	Position:
	
	Date:
	




