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TANGENTYERE COUNCIL


POSITION DESCRIPTION


Position Title 
Tenancy Support Program Team Supervisor
Division 

Family and Youth Services
Classification
Level 5
Job Holder      
Natalie Keene 




 
Prepared By    
Mel Kean



Date   10th July,2011     





Staff reporting to position 
7 x TSP workers















1. Position Summary
The Tenancy Support Team Supervisor will report to the Ketyeye Coordinator on the day to day running of the Tenancy Support Program.  The Supervisor will be responsible for overseeing staff – ensuring they are aware of their job requirements including relationship building, case management and monitoring of staff KPI’s.
Tenancy Support Workers will look to the Team Supervisor for day to day hands on advice on working with clients, knowledge of processes and protocols and advice around working with key stakeholders.  The Team Supervisor will also be responsible for allocating clients; signing off on case closures and meeting the target numbers of the program.
2. Responsibilities

1. Oversee the delivery of the TSP.
2. Meet with staff regularly to provide advice and ensure KPI’s are met
3. Allocate clients when capacity allows, and oversee the closure of existing clients.
4. Assist the coordinator with the implementation of staff development plans or other staff issues.

5. Provide TSP to clients.
3. Major Accountabilities

	ACCOUNTABILITIES
	PERFORMANCE INDICATORS

	1. Oversee the delivery of the TSP.
· Ensure staff are aware of their responsibilities and duties.

· Provide advice and guidance to staff regarding their day to day workload.
· Organise team meetings to discuss case studies, opening up dialogue between staff to assist with their working capabilities.
· Collaboration with the Policy Officer regarding the database, Warle Mwarre modules and reporting requirements.

	· Staff are meeting their KPI’s.
· Client numbers are meeting targets.

· Information is fed back to the Policy Officer regarding the working documents of the program.

	2. Meet with staff regularly to provide advice and ensure they are aware of and meeting their job responsibilities.  

· Ensure staff are keeping client files up to date.
· Staff are available to attend case management meeting with Territory Housing with appropriate information and documentation.
· Meet with staff individually and in a group setting to discuss case work, providing advice and support at all times.
· Advocate with team members for tenant needs as required.

	· Client files are current and up to date.
· Case management meetings with Territory Housing attended by Team Supervisor.
· Staff are supported to do their job successfully.
· Staff concerns are raised with the coordinator.
· Staff are worked with in a mutually respectful manner.

	3. Allocate clients when capacity allows, and oversee the closure of existing clients.
· Maintain a wait list for the program with collaboration from the Policy Officer.
· Allocate clients from the waiting list to new and existing staff.
· Oversee the closure of cases to ensure they follow correct process.

	· Clients are allocated appropriately and efficiently, from the TSP wait list.
· Clients are exited on completion of the program or following due process.

	4. Assist the coordinator with the implementation of staff development plans or other staff issues.

· Discuss with staff their professional development or training needs.
· Liase with the coordinator to implement staff development plans.

· Advise the coordinator of any issues regarding staff that require overseeing or follow up.
	· Staff professional development plans are in place.
· Relevant training is organised and attended by staff.

· Staffing issues are raised with the Coordinator.

	5. Provide TSP to clients.
· Maintain a case load of 4-6 tenancies.

	· 4-6 tenancies are provided with TSP.


6. Relationships
Internal

· Ketyeye Coordinator

· TSP Policy Officer

· Central Australian Affordable Housing Co Ltd
· Family and Youth Manager

External

· Dept of Housing, Local Government and Regional Services – Territory Housing

· Save the Children

· Anglicare

· Mission Australia
7. Competencies

· Strong interpersonal skills

· Good organisational skills

· Good admin and written skills

Tangentyere Core Competencies
· Commitment

· Teamwork
· Communication

· OHS

· Cultural Awareness
8. Qualifications and Selection Criteria
· Relevant experience and /or qualifications in Community Development, Health, Housing, Life Skills, Support work etc.
· Ability to lead a cross cultural and diverse team.

· Proven ability to communicate with staff and supervisors.

· Knowledge, sensitivity and understanding of Aboriginal law and culture

· Driver’s Licence, Police Check
9. 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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