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	POSITION DESCRIPTION


	POSITION TITLE:
	Program Leader Education and Care

	POSITION NO:
	702468
	CLASSIFICATION:
	Band 7

	DIVISION:
	Community Programs

	BRANCH:
	Family & Children’s Services

	UNIT:
	Children’s Services

	REPORTS TO:
	Coordinator Children’s Services

	POLICE CHECK REQUIRED:
	Yes
	WORKING WITH CHILDREN CHECK REQUIRED:
	Yes
	PRE-EMPLOYMENT MEDICAL REQUIRED:
	No


POSITION OBJECTIVES

The position oversees the coordination and operation of a range of early and middle years services and programs in the City of Yarra which includes Kindergarten services, Central Enrolments, Occasional Care, Out of School Hours Programs.  Primarily, this position will:
· Lead Children’s Services in providing high quality responsive children’s services which reflects the diverse needs of families and children within the municipality.
· Manage and co-ordinate the operations of Council managed Children’s Services ensuring an environment of continuous improvement and professional development 
· Improve access and integration of family and children’s services utilising a neighbourhood approach to service development and operation that provides the best social, health and developmental outcomes for children and families.
· Contribute to and implement a strategic approach and a contemporary quality framework to service provision to ensure future sustainable operations of Councils Children’s Services.

The incumbent is required to pursue Branch and Divisional goals through effective team work within the Department and with colleagues in other branches and divisions; and by developing sound, positive working relationships with a range of internal and external parties.
ORGANISATIONAL CONTEXT

The Municipality is committed to efficiently and effectively servicing the community to the highest standards, protecting, enhancing and developing the City’s physical and social environment and building the population and business base.  A major imperative of the Organisation is the introduction of a best value framework with an emphasis on customer service and continuous improvement.

The City of Yarra has a long and highly respected history in the provision and support of Family and Children’s Services. Yarra is an inner city municipality with an extremely diverse and sometimes polarised community.  Community expectations and needs in regard to service planning and provision for Family and Children’s Services are varied and often complex relating to economic, social and political and community considerations.

The Family & Children’s Services Branch forms part of the Community Programs Division that contributes directly to the achievement of organisational goals.  As a senior member of the Branch management team the incumbent is required to pursue Branch, Divisional and corporate goals in the planning and provision of a children’s service system for Yarra.  Furthermore, the incumbent is expected to provide leadership within the Branch and develop sound working relationships with a range of internal and external parties.

The Family and Children’s Services Branch consists of the following units:

· Children’s Services (, long day care, kindergarten, central registration, occasional care and out of school hours)

· Family Services (Youth Services, Family Support, Financial and Crisis Counselling and Maternal and Child Health)

· Service Planning and Development (Strategic planning, service enhancement, quality assurance processes, professional development & training and policy development and resources and support services across the municipality)
Key Major Family & Children’s Services Branch projects/initiatives include:

· Atherton Gardens Child and Family Services Hub (Fitzroy);

· Lourdes Family & Children’s Services Hub (Abbotsford);

· Municipal Early Years Plan 2008 – 2012 and Middle Years Plan 2008 – 2012 (includes review of OSH Services);

· Municipal Wide Infrastructure Plan (for early years service provision) that will inform the development of a range of strategic infrastructure developments to facilitate the development of an integrated service platform in local neighbourhoods;
· Learning Framework as a guide to encourage consistent high quality and programming for children across early years and middle years programs.  
· Closing the Gap Project; 

· Children with Additional Needs Project and

· Early Years Reference Group.

ORGANISATIONAL RELATIONSHIP

Position reports to:
Coordinator Children’s Services
Position Supervises:
Long Day Care staff


Occasional Care staff

Kindergarten Staff

Out of School Hours Program Leader


Central Registration System (CRS) Officer
Internal Relationships:
The incumbent liaises with management and staff at all levels within the organisation.

External Relationships:
The incumbent is required to negotiate and maintain a professional relationship with a range of Federal, State, Regional and Local Government agencies; private sector bodies, external service providers, residents and ratepayers.

KEY RESPONSIBILITY AREAS AND DUTIES

Service Planning, Development and Coordination

In consultation with the Coordinator Children’s Services:
· Achieve Council and Branch objectives through successful service initiation and management.
(
Participate in and contribute to Branch service planning processes. 

· Develop partnerships and other collaborative arrangements between existing and potential service providers within and external to Yarra.

· Inform the Coordinator Children’s Services of issues of concern at council managed children’s services and initiate action to address concerns in a timely manner.
· Review and provide evidence-based advice on the future provision of services in line continuous improvement.

People Management
(
Lead and support staff in effective and accountable completion of program and service delivery objectives.

(
Ensure consistent and accurate interpretation and application of council’s Human Resource Management policies and practices and promote the maintenance of safe work environments and practices in line with Occupational Health and Safety regulations.

(
Coordinate staff recruitment, selection and induction processes for the program area.

(
Ensure Performance Planning, performance management and review processes are in place.

(
Facilitate a dynamic work environment, which encourages a team approach to tasks and responsibilities.

Quality Service Provision
In consultation with the Coordinator Children’s Services:

· Lead a culture of continuous improvement with a view to innovative, responsive flexible programs/services in line with:

· Evidence based research;

· Contemporary pedagogical approaches and practice methodologies;

· NCAC and state government legislative requirements; and 
· Best Value principles.

· Promote and market services with a view to maximising utilisation at all council managed service locations.

· Ensure appropriate opportunities for community/service user engagement and participation in service delivery and quality improvement processes for all children’s services. 

· Ensure operational policies and procedures are implemented within programs/services and are reviewed on an ‘at minimum’ annual basis.
· Ensure the development of a Central Registration System that provides an enrolment point for all council managed childcare and kindergarten services and encourage community based operators to participate in this system.

· Assist with the implementation of Risk Management policies, procedures standards, guidelines, instructions and consult with employees on OHS issues and support OHS Representatives in their duties and/or requests;
Financial Management

· Prepare, monitor and manage budgets and financial reporting requirements related to the activities of the position to ensure relevant budgets are within predicted limits in line with Council procedures.
· Provide accurate monthly and annual financial statistical reports together with an explanation of any variance and how this will be rectified, within the monthly reporting format to Coordinator Children’s Services.
· In consultation with the Coordinator Children’s Services, coordinate the preparation of information required by Commonwealth and State Government in relation to funding relevant areas in the EYS in a timely and accurate manner. This includes
· Preschool data information in relation to per capita funding

· Acquittal statements

· Information required for equipment grants

· Any future funding requirements including the Kindergarten Cluster Management reporting requirements
Safety & Risk

· Role model a safety and risk management culture, and minimise risk to self and others and support safe work practices through ensuring adherence to legislative requirements and Council policies and procedures.

· Initiate or support the development and training of appropriate safe work practices for all new processes or equipment.

· Conduct on-site safety and risk training and inductions.

· Identify hazards, assess, report and investigate incidents, train staff and where practicable, resolve any matters which may impact on the safety of Council employees, community members, or Council assets and equipment.

· Ensure consultation with staff on OH&S issues as early as practicable, and include Safety and Risk in all team meeting agendas.

Sustainability
· Role model and assist all employees to embrace the following Sustaining Yarra principles in their day to day work:

· Protecting the Future

· Protecting the Environment

· Economic Viability

· Continuous Improvement

· Social Equity

· Cultural Vitality

· Community Development

· Integrated Approach

Yarra Values
· Role model behaviour which exhibits the following values which underpin our efforts to build a service based culture based on positive relationships with colleagues and the community.  Include conversations about living the values in performance development reviews.

· Teamwork

· Integrity

· Respect

· Accountability

· Innovation

ACCOUNTABILITY AND EXTENT OF AUTHORITY

Accountability

The Program Leader Integrated Children’s Programs is directly accountable to the Coordinator Children’s Services for the planning and program delivery, compliance with all relevant statutory responsibilities, people and resource management and financial management of Kindergarten services, Central Enrolments, Occasional Care, Family Day Care, and Out of School Hours Programs.
Extent of Authority

The incumbent has the autonomy to act on all day-to-day matters for projects / service delivery relating to the position objectives, including direction of staff and authorisation of expenditure within budget parameters.  The incumbent is required on an ongoing basis to liaise with and report to the Coordinator Children’s Services regarding decisions that will have a major impact on outcomes and/or the overall functioning of the Branch.
JUDGEMENT AND DECISION MAKING

The Program Leader Integrated Children’s Programs is required to make a range of decisions from day to day matters to more complex matters requiring sensitivity and to draw on experience and expertise in children’s services provision and planning.  These may relate to problems or issues that have not previously been encountered and thus all matters should be dealt with in an appropriate and sensitive manner. More complex or sensitive matters should be brought to the attention of the Coordinator Children’s Services. 
SPECIALIST KNOWLEDGE AND SKILLS

· Broad experience in the provision and management of Early / Middle Years programs.
· Knowledge of the policy direction of the State and Federal Governments as they relate to Early / Middle Years programs.
· Experience in the financial management and administration of Early / Middle Years programs.
· Well developed strategic, conceptual, analytical and problem solving skills as they relate to human services sector.
 Highly developed computer skills including Microsoft Word and Excel
MANAGEMENT SKILLS

· Ability to plan, prioritise and organise work, both on an individual and team basis, within a set timetable and in an environment of change and conflicting demands.

(
The ability to lead and manage a program area within human services.

(
Well-developed leadership, people management and motivational skills.
· Well developed financial management skills.
· Ability to solve problems through discussion and negotiation within a set timeframe
INTERPERSONAL SKILLS

(
Ability to foster and harness cooperation and assistance in the supervision of employees.
(
Highly developed oral and written communication skills.

(
Skills in negotiation and consultation.

(
Ability to work as part of a team.
· Ability to represent Council at public meetings and forums
QUALIFICATIONS AND EXPERIENCE 

· Tertiary qualifications in Early Childhood or relevant Social Science/Human Services discipline.

· Extensive experience in planning, development and provision of a range of Early Years/Children’s Services.

· Experience in leading and managing people and projects.

· Experience with budget and relevant financial procedures.

· Knowledge of local/state/federal government processes and policy platforms

· Current driver's licence.

KEY SELECTION CRITERIA

· Demonstrated extensive knowledge and experience of early years and/or middle years service provision, including program and service delivery models and issues relating to the programs.

· Demonstrated knowledge and understanding of strategic policy, political, funding and industry considerations for the provision of Children’s services and programs.

· Demonstrated ability to lead, manage and motivate staff effectively and lead and support staff through change processes, particularly in aligning people, process and services.

· Demonstrated financial and contract management skills and the ability to lead and manage the development, preparation and negotiation of realistic budgets within agreed parameters.
· Capacity to work collaboratively with a diverse range of organisational and external stakeholders.

· High level communication skills including public speaking and written skills with the capacity to produce comprehensive evidence based reports and submissions.
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