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POSITION DESCRIPTION


Position Title:

Social Services Manager
Division:

Social Services
Reports to:

Chief Operating OfficerrMechanics Project
Classification: 
8
Job Holder


Prepared by

Patrick McDonald


Date:           

27/02/19

Staff reporting to position:   
30















1. Position Summary
Tangentyere’s Social Services Division aims to improve the quality of life of Central Australian Aboriginal people and the wider community, through providing innovative, responsive and culturally appropriate services.
The Social Services Manager is responsible for all activities undertaken by the Tangentyere Social Services Division. This includes the management and supervision of staff; monitoring program contractual compliance; client related systemic advocacy and overall administrative oversight for Divisional programs.
The Social Services Manager will represent Tangentyere Council in diverse forums including the National Disability Insurance Scheme Advisory Group and service provider network meetings.
The Social Services Manager is also accountable to the Alice Springs Town Camp Housing Associations and Tangentyere Council’s Board and Senior Management.
The Social Services Manager is directly responsible for all aspects of the following programs: 

· Tangentyere Aged & Community Services
· Chronic Disease Care Coordination
· Tangentyere Artists

Key Responsibilities

1. Coordinate the development of the Social Services Division
2. Supervise the administration of the Social Services Division including financial management;

3. Development of relationships with key stakeholders including NT, Commonwealth Government & NGOs;
4. Provide leadership to Social Services Division Coordinators and staff;

5. Prepare funding applications, performance reports and submissions to relevant government inquiries;
6. Provide specialist and strategic policy advice to the Office of the Chief Executive and the Board;
7. Liaise with other Divisions and Enterprises to determine appropriate solutions to issues in the delivery of services.
2. Major Accountabilities

	ACCOUNTABILITIES
	PERFORMANCE INDICATORS

	Coordinate the development of the Social Services Division;
· Development and maintenance of policies and procedures relating to the Social Services Division;
· Development of a strategic work plan for the Social Services Division ;

· Establishing relationships with key stakeholders including other service providers

· Development of promotional material including pamphlet and website


	· Policy manual developed and submitted to Office of the Chief Executive;
· Strategic work plan developed and submitted to Office of the Chief Executive;
· Development of MOUs with other service providers;
· Promotional material including pamphlets and website developed.

	Supervise the administration of the Social Services Division including financial management:

· Ensure the efficient maintenance and update of program data collection and client records;

· Monitor project outcomes to ensure KPI’s are met;
· Submit performance reports to funding bodies;
· Manage all financial responsibilities of the programs;

· Ensure timesheets and other staff records are up to date;
	· Program  data collection and participant records are up-to-date

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

· Expenditure within the allocated budget;

· Adherence to Finance policies and procedures;

	Development of relationships with key stakeholders 
· Provide advocacy to external agencies and services;

· Network and attend meetings with other service providers;
· Establishing relationships with key stakeholders including other service providers and funding bodies;

	· Working knowledge of Alice Springs based social service providers

· Record of intra/ interagency meetings and networks attended

· Development of MOUs with other service providers;

	Provide leadership to Social Services Division Coordinators and staff
· Ensure Coordinators provide appropriate support and supervision to team members & clients;
· Ensure staff are operating in accordance with Tangentyere policy & procedures;
· Facilitate Divisional Meetings, Coordinators Meetings & professional development workshops; 

· Assist Coordinators to develop and implement workplace specific OHS planning and monitoring staff compliance;


	· Staff performance reviews are completed on an annual basis;
· Departmental, coordinator meetings and professional development occurs;

· All staff follow the OHS policies & procedures 

· Staff progress and participation is monitored and supervised.



	Prepare funding applications, performance reports and submissions to relevant government inquiries


	· Funding applications developed and submitted within deadlines;

· Submissions developed and submitted to government inquiries;

	Provide specialist and strategic policy advice to the Office of the Chief Executive and the Board

	· Reports submitted to OCE and the Board as requested;

· Board Meetings attended as requested;

· Managers Meetings attended as requested 


	ACCOUNTABILITIES
	PERFORMANCE INDICATORS

	Liaise with other Divisions & Enterprises to determine appropriate solutions to issues in the delivery of services.


	· Managers Meetings attended as required;

· Intra-departmental collaborative processes established and maintained.




3. Relationships
Internal:
	Tangentyere Employment Service
	Access 2 Education

	Central Australian Youth Link-Up Service
	Tangentyere Design

	Finance Department
	Human Resources

	Tangentyere Constructions
	Central Australian Affordable Housing Company

	IT Department
	Town Camp Housing Associations


External:

	NGOs
	Congress
	NDIS

	PMC
	AG Dept of Health
	NT Dept of Health 

	AG Dept of Communication & the Arts
	NT Dept of Tourism, Sport & Culture
	Art Galleries


4. Core Competencies
· Commitment

· Strong self determination

· The position requires a mature attitude to prescribed duties that rely on motivation to deadlines and all tasks given in a prescribed time frame

· An understanding and  commitment to punctuality, attendance and adherence to Tangentyere Council Staff Code of Conduct is essential

· Teamwork

· Takes a leadership role in team meetings and discussions
· Actively shares knowledge, information and expertise with other team members
· Proactive in identifying solutions to common team challenges and goals
· Communication

· Have a high level of interpersonal and communication skills, particularly in a cross cultural environment
· Ability to communicate and listen to community members’ concerns and desires
· Have a demonstrated ability to communicate confidently in a strategic manner with senior management
· OHS

· Establish and maintain the framework for the occupational health and safety system in the area of managerial responsibility
· Establish and maintain  participative arrangements for the management of occupational health and safety
· Establish and maintain the organisation’s procedures for identifying and controlling hazards and assessing risks
· Establish and maintain the organisation’s procedures for providing occupational health and safety training and records
· Evaluate the organisation’s occupational health and safety system and related policies, procedures and programs
· Cultural Awareness

· Must have an awareness and understanding of Aboriginal culture and law

· Must be able, in conjunction with senior management, to meet with external agencies to actively continue to raise awareness of the current complex issues that face Indigenous Australians in today’s society
5. Qualifications and Selection Criteria
Essential:
1. Qualified in aged care, health or social work or a related discipline

2. Experienced in identifying, coordinating and managing care services for aged, community, health or social service

3. Self-motivated and outcome orientated, with the capacity to deal with multiple and at times conflicting priorities.

4. Experienced in identifying appropriate services or resources and build effective relationships to work with multidisciplinary teams across the health and community services sectors

5. Demonstrated ability to manage a substantial budget effectively;
6. The ability to develop, implement and monitor policies and procedures;
7. Hold a current NT Driver’s licence, Ochre Card, and be willing to undergo a police check

6. 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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