 ORANGE FAMILY SUPPORT SERVICE INCORPORATED

JOB DESCRIPTION

______________________________________________________________________________________

Position:



Manager

Responsible to:
Orange Family Support Management Committee

Primary Purpose of the job:


In consultation with the Management Committee, ensure the successful development of programs and services to families accessing Orange Family Support.

Key Responsibilities:


Staff

· Provide guidance. support, assistance, and supervision to the team employed by Orange Family Support Service 
· Assist with recruitment of staff

· Conduct regular staff appraisals

· Ensure personnel matters e.g., employee contracts, time sheets & personnel files etc. are maintained

· Implement appropriate induction programs for new staff
· Support staff wellbeing by ensuring that all staff access regular clinical supervision

· Identify and facilitate appropriate professional development for all staff

Clients 

· Provide advice and support to parents in relation to family matters

· Consult with families regarding issues impacting on their well-being

· Provide regular supervision of case management practices to ensure best possible outcomes for clients are able to be achieved

· Oversee, manage, and monitor caseloads according to service policy

· Undertake case work as required

Management Committee

· Assist Management Committee members with the support, information and expertise required to effectively meet their responsibilities to ensure the integrity of the service
Agencies/Other Services

· Establish and or maintain strong partnerships with other relevant community services and agencies to provide a responsive approach to co-ordinated services for families

· Participate in networks at State, Regional or Local levels to ensure the identified needs of families are being addressed in the planning of service provision

· Ensure the service is promoted professionally and comprehensively to appropriate professionals, agencies, and communities

· To co-ordinate the development of relevant promotional materials for projects and services

· Liaise with funding bodies and assist the management Committee to meet Program Standards and reporting requirements

General

· Ensure that the service has access to appropriate current technology
· Ensure the maintenance of a comprehensive information system, including data bases

· Support the annual service planning and review in consultation with the Management Committee
· Prepare funding applications and policy submissions

· Ensure the currency of policies and procedures, and compliance with funding body requirements, in consultation with the Management Committee 

· Ensure data collection and reporting requirements of the funding body are met
· Maintain awareness of current programs in the sector relevant to the needs of the service client base

Financial

· Oversee the implementation of efficient procedures for the financial management of the Orange Family Support Service

· Prepare and present monthly and annual reports for the Management Committee and funding bodies

· Ensure financial reports are completed and returned to funding bodies in accordance with guidelines

Legal

· Prepare monthly and annual reports for the Orange Family Support Service Management Committee

· Have a knowledge of relevant legislation to ensure the provision and maintenance of safe working conditions for staff and clients of the service
Availability of Guidance:

Decisions will either be guided by policies, practices, procedures, and precedent or will be made in consultation with the Management Committee.  The job requires high level planning to assure appropriate activities are planned and there is an appropriate use of resources.

Judgement and Problem Solving:

Problems are solved by applying standards/established practices, policies and procedures or operating instructions.  The job holder is required to recommend and make improvements to existing methods and techniques.
Interpersonal Skills:

The job holder is required to have high level communication skills including:

· the ability to communicate in a non-judgemental and empathic manner, and 

· a strong commitment to confidentiality

to enable her/him to interact with the following groups or individuals to provide or obtain information, to provide/seek advice and to make recommendations:

· Other team members

· Management Committee Members

· Clients of the organisation and their families

· Professional / industry associations

· Relevant members of Community Services’ Networks

· Members of the public

· Consultants or other professionals

Other

· Other duties as required by the employer as are within the knowledge, skills and capabilities of the worker

Qualifications and Experience:

The job holder is required to have tertiary qualifications and demonstrated experience in community welfare, social or behavioural sciences, allied health, community management or related disciplines.  In addition to the qualifications, the job holder must possess a current NSW Driver’s Licence and a Child Protection Working with Children Clearance.
Conditions: Minimum of 24 hours per week.  

Terms and conditions to be negotiated in accordance with the Social and Community Services State Award Category 4.
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