

[image: image1.wmf]
TANGENTYERE COUNCIL


POSITION DESCRIPTION


Position Title 
COMMUNITY CENTRE MANAGER
Division 
Early Childhood, Youth & Family Services

Classification
8.1
Job Holder      





 
Prepared By    





Date           
31/08/11



Staff reporting to position ______________














1. Position Summary
This position plays a vital role in leading, facilitating and supporting the delivery of culturally appropriate early childhood, youth and family programs designed to improve outcomes for Town Camp children and families. 

There are currently three established Community Centres (Hidden Valley, Larrapinta and Karnte Town Camps) with the intention that Tangentyere Council will seek additional resources to support the expansion of Community Centres into additional sites.
The role of Community Centre Manager is to provide strategic direction, leadership, coordination and support to Community Centres and Coordinators ensuring effective community engagement and delivery of integrated services and programs for children, youth and families. 
This is a key leadership role requiring the exercise of a considerable degree of independence; is responsible for managing the team and coordinating complex projects that impact on strategic priorities and operational outcomes of the organisation.  
The Manager will be responsible for prudent allocation of resources to ensure achievement of strategic and operational results. 
2. Ways of Working

The program and service models will work from a strengths-based approach empowering families and working with them towards outcomes of their choice. 

This approach is grounded in respect for Aboriginal cultures, traditions and beliefs insofar as they do not conflict with fundamental human rights and adopts

· Reflective and reflexive practice

· Structural analysis

· Critical thinking; and

· Ethical professional behaviour
· Coordination and collaboration across the division and with other service providers

· Joined up, integrated services and program approach

· Avoid duplication and competition

· Strengths based, capacity building

· Accountability and transparency, honesty and integrity

3. Responsibilities

1. Provide high level strategic and operational leadership, prudent management of staff and resources to ensure that strategic and operational results are achieved.

2. Demonstrated high level understanding and ability to comply with all provisions and Regulations of the Child Protection (Offender Reporting And Registration) Act, the Care And Protection Of Children Act and Domestic and family Violence Act 2007 
3. Design, plan and implement evidence-based early intervention and prevention programs that focus on early childhood, parenting and family support

4. Coordinate program implementation, monitoring and reporting (activity and financial reports)

5. Prepare and developed funding submissions for existing Community Centres (government, corporate and philanthropic trusts and foundations)

6. Initiate and oversee Internal and external periodic reviews and evaluations (including action research and most significant change methodologies)

7. Provide high level specialist and strategic policy advice to Directorate and the Executive Council on social programs and service delivery issues

8. Foster and maintain key strategic relationships and alliances with relevant government and not-for-profit organisations

9. Other duties as required

4. Major Accountabilities  
	ACCOUNTABILITIES
	PERFORMANCE INDICATORS

	1. Provide high level strategic and operational leadership, prudent management of staff and resources to ensure that strategic and operational results are achieved.
· Develop business plan for Community Centres

· Ensure programs are consistent with their individual business plans that are aligned to the Divisional Strategic plan
· lead and influence strategic direction; build organisational capacity and manages for results; nurture internal and external relationships

· Quarterly reports presented to COO and Executive
	· Development and implementation of Unit Business Plan, quarterly progress report on key deliverables set out in the Business Plan 
· Performance and outcomes targets are met



	2. Demonstrated high level understanding and ability to comply with all provisions and Regulations of the Child Protection (Offender Reporting And Registration) Act, the Care And Protection Of Children Act and Domestic and family Violence Act 2007 
· Ensure that all aspects of F&YS Division are compliant with all relevant statues and applicable legislation
· Provide ongoing training to all relevant F&YS staff on Tangentyere’s responsibilities and requirements for compliance with the above Acts

	· Provide a detailed Qtrly report to the Executive outlining Tangentyere Council’s current position  in relation to its compliance of all relevant Acts and mandatory Legislation

· Staff training register maintained and updated to ensure that all relevant staff have received appropriate training on all Act and relevant legislation

	3. Design, plan and implement evidence-based early intervention and prevention programs that focus on early childhood, parenting and family support
· Identify current service gaps within all existing Community Centres

· Review all existing Community Centre programs and ensure all programs reflect Best Practice guidelines
· In collaboration with Community Centre Coordinators and key stakeholders (community members, program partners etc) design, plan, and implement a portfolio of new evidence–based programs 
	· Provide the COO and Executive with recommendations for new evidence based  programs to meet identified service gaps
· Service and program modification and improvements so that performance targets and outcomes are achieved
· Lead and facilitate annual planning, monitoring and review forums; ensure recommendations for program improvement are implemented   

	4. Coordinate program implementation, monitoring and reporting (activity and financial reports)

· Plan and design a program implementation Reporting framework 
· Monitor program outcomes to ensure KPI’s are met
· Submit quarterly reports to COO and Executive on the progress and outcomes of all programs
	· Provide quarterly progress reports to the Executive and addressing any concerns that arise with any Community Centre programs 

· KPI’s are met or program expectations are adjusted in consultation with funding bodies
· Quarterly KPI reports are submitted

	5. Prepare and developed funding submissions for existing Community Centres (government, corporate and philanthropic trusts and foundations)
· Identify potential and future funding pathways

· Develop Funding applications within deadlines

· Identify relevant pathways  for submission development and submit to government inquiries
	· Funding pathways identified
· Funding applications developed and submitted within deadlines
· Submissions developed and submitted to government inquiries

	6. Initiate and oversee Internal and external periodic reviews and evaluations (including action research and most significant change methodologies)

· Identify existing Community Centre programs that require reviews and evaluations
· Ensure that data collected from reviews and evaluations is provided to the COO and Executive in the form of a formal report on a 6 monthly basis, which includes any future recommendations
	· Provide the COO and Executive with 6 monthly reports outlining programs that require internal and external evaluations
· Provide the COO and Executive with 6 monthly reports outlining the results of any periodic review and evaluations

	7. Provide high level specialist and strategic policy advice to Directorate and the Executive Council on social programs and service delivery issues
· In consultation with the Executive, develop and implement best practice policies and procedures for the F&YS Division 

· Preparation of high quality policy papers, submissions and issues paper for CEO and Executive
	· Compliance with approved policies and procedures
· Number and quality of policy papers, submissions and issues papers written and presented

	8. Foster and maintain key strategic relationships and alliances with relevant government and not-for-profit organisations

· Relationships with Key stakeholders and Funding agencies are closely and effectively monitored/managed to ensure any potential risks/issues are identified
· Act as the key interface with key agency groups at the senior level
	· Facilitation of cooperative working relationships and partnerships
· Senior representation at all relevant inter agency meetings

	9. Other duties as required
	


5. Relationships 
Internal

	Tangentyere Employment Service
	Tangentyere Social Services

	Central Australian Youth Link-Up Service
	Tangentyere Design

	Finance Department
	Human Resources

	Tangentyere Constructions
	Central Australian Affordable Housing Company


External
	Police
	NT Dept of Health
	Congress

	NGOs
	Dept Children & Families
	Anglicare

	FaHCSIA
	NT Dept of Education
	Australian Red Cross

	ASTP
	DEEWR
	Save the Children 

	DoHA
	Dept of Justice
	


6. Competencies

Tangentyere Core Competencies
· Commitment

· Teamwork

· Communication

· OHS

· Cultural Awareness
7. Qualifications and Selection Criteria
1. High level strategic and operational skills in leadership, management,  program development, planning, implementation and management across multiple sites/locations

2. Demonstrated ability to undertake complex research tasks together with high level conceptual and analytical skills working in a cross cultural context

3. Ability to undertake complex, high level negotiations and to build and maintain effective relationships with key stakeholders (internal and external)

Highly desirable:

4. Tertiary qualifications in International Development and/or Program Management in social services sector (early childhood, youth, families)
5. Experience in delivering social services and programs in a cross cultural context – preferably with Aboriginal people and communities.
8. Verification
This section verifies that the position holder and the manager have read the attached position description and are satisfied that it accurately describes the position.

Position Holder:



Name:

Date Effective:

Signature:

Manager:




Name:

Date Effective:

Signature:
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