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Information Package for Applicants
Manager, Individual and Group Advocacy
Based in Mount Isa and Gulf Country Region
Full time position – 35 hours per week

This information package is designed to provide applicants for the role of Manager, Individual and Group Advocacy with an overview of the organisation, the position, and the application and selection process.

1.
THE ORGANISATION

1.1
Description

People with Disability Australia Incorporated (PWD) is a national disability rights and advocacy organisation.  Its primary membership is made up of people with disability and organisations primarily constituted by people with disability.  PWD also has a large associate membership of other individuals and organisations committed to the disability rights movement.  PWD was founded in 1981, the International Year of Disabled Persons, to provide people with disability with a voice of our own.  PWD has a cross disability focus – we represent the interests of people with all kinds of disability.  PWD is a non-profit, non-government organisation.

1.2 Our vision

PWD’s vision is of a socially just, accessible and inclusive community, in which the human rights, citizenship, contribution, potential and diversity of all people with disability are recognised, respected and celebrated.  

1.3 Our purpose
Our purpose is to be a leading disability rights, advocacy and representative organisation of and for all people with disability, which strives for the realisation of our vision of a socially just, accessible and inclusive community.

1.4 Our activities

PWD provides the following services:

· Rights related information, advice and referral services for people with disability and their associates

· Short-term individual and group advocacy assistance for people with disability and their associates

· Strategic legal advocacy, law reform, and other legal policy analysis and advice

· Advocacy for reform around systemic issues that adversely affect people with disability and their associates

· Representation and Coordination of the sector of interest constituted by people with disability and their associates to government, industry and the community generally

· Capacity-building partnerships with disabled peoples organisations

· Disability rights related research and development around issues of concern to people with disability and their associates

· Disability rights related training and education for people with disability and their associates, service providers, government and the public

· National Disability Hotline Services – National Disability Abuse and Neglect Hotline (Hotline), and the Complaint Resolution and Referral Service (CRRS).

1.5 Our values
We believe that people with disability, irrespective of our age, gender, cultural or linguistic background, religious beliefs, geographic location, sexuality, or the nature, origin, or degree of our disability:

· Have a right to life, and to bodily integrity

· Are entitled to a decent standard of living, an adequate income, and to lead active and satisfying lives

· Are people first, with human, legal, social and service user rights that must be recognised and respected

· Are entitled to the full enjoyment of our citizenship rights and responsibilities

· Are entitled to live free from prejudice, discrimination and vilification

· Are entitled to social support and adjustments as a right, and not as the result of pity, charity, or the exercise of social control

· Contribute substantially to the intellectual, cultural, economic and social diversity and well-being of our community

· Possess many skills and abilities, and have enormous potential for life-long growth and development

· Are entitled to live in, and be a part of, the diversity of the community

· Have the right to participate in the formulation of those policies and programs that affect out lives

· Must be empowered to exercise our rights and responsibilities without fear of retribution.

1.6 Our Principles

In realising our vision, purpose and core values, we will be guided by the following principles:

· We will be passionate, innovative and fearless in the promotion and defence of the rights and interests of people with disability.
· We will be accessible and responsive to our community, and inclusive of its diversity.
· We will actively facilitate and value the involvement of people with disability in our organisational governance and policy and program development.
· We will encourage, empower and support the civic participation of people with disability.
· We will be collaborative and supportive in our relationships within the disability rights movement as a whole, at the local, regional, state, national and international levels.
· We will be accountable for our activities to our members, to people with disability generally and to the public.
· We will always act with honesty and integrity.
· We will be resourceful and efficient in obtaining and managing the resources needed to undertake our work.
· We will recognise and value the contribution of our members, our Board, our staff and volunteers towards the achievement of our vision.
1.7
Organisational Structure


PWD has recently adopted a new organisational structure designed to allow the flexibility the organisation needs to respond to external opportunities and changes.  


This structure sees the executive management of PWD comprising a team of three PWD Executive Directors, each sharing responsibility for the overall performance of the organisation.  Each Executive Director is also responsible for specific programs and projects, as designated by the Board from time to time.


The three PWD Executive Directors report to the Board.


The organisation is structured into four broad program areas:

· Systemic Advocacy, Legal Advocacy and Capacity Building
· Individual and Group Advocacy
· National Disability Hotline Services, comprising the National Disability Abuse and Neglect Hotline (Hotline) and the Complaints Resolution and Referral Service (CRRS)

· Corporate Services

In addition there are a number of projects, run by project managers, who individually report to one of the three Executive Directors.

2.
THE POSITION

2.1
Position Description
	Position Title:
	Manager, Individual and Group Advocacy 

	Reports To:
	Executive Director (one of a team of three Executive Directors)

	Direct Reports:
	Advocate

	Budget:
	

	Job Purpose:
	To manage PWD’s Individual Advocacy Service (Mount Isa and Gulf Country Region) so as to ensure that it provides a high standard of service in accordance with the National Disability Service Standards.

The Individual Advocacy Service provides short-term, issue-based individual and group advocacy assistance for people with disability in QLD. It provides information, advice and referral services and intensive individual advocacy assistance. It is a cross-disability advocacy service primarily funded by the Commonwealth Government under the Disability Services Act, 1993 (Cth). 

	Job Grade
	Grade 5 – SACS Award

	Stakeholders:
	· People with disability

· QLD advocacy sector

· Advocacy Team

· Leadership Team

· Funding agencies 

	Date Prepared:
	January 2009
PWD reserves the right to alter this position description from time to time in accordance with the needs of the organisation

	Signed:

For PWD
	Name:

Signature:

Date:

	Signed:

By Employee
	Name:

Signature:

Date:


	Key Result Areas
	Performance Measures
	Actions/Duties

	Advocacy Service Delivery
	Appropriate organisational structure in place for the Individual / Group Advocacy function
Evidence of a best-interests and rights-based approach to advocacy service delivery

Documented policies and procedures relevant to Individual / Group Advocacy operations in line with Disability Services Act
Implementation of annual QA framework

Approved outreach strategies documented and implemented within timeframes and budget

Completion of funding reports in accordance with funding agreements 

Number of incidences of information, advice and referral per annum

Number of incidences of advocacy assistance provided per annum 

Targets for priority population groups are met

Results from annual user satisfaction surveys
	Develop workload benchmarks and standards for all individual and group advocacy work, and structure team to achieve these standards
Implement continuous quality improvement and quality assurance strategies and ensure compliance with the National Disability Service Standards for all individual / group advocacy operations
Assess and prioritise requests for individual and group advocacy assistance
Develop and implement outreach strategies for particular constituencies, including people with disability living in rural and remote, non-English speaking and Indigenous communities.
Develop and promote self-help and self-advocacy strategies and resources for people with disability and their associates.

Consult with stakeholder groups in relation to service policies and procedures.  

Develop protocols with service providers for the provision of advocacy support to their clients and the management of contentious issues.

Develop and promote prevention strategies and resources designed to eliminate the systemic causes of issues adversely affecting people with disability and their associates
Assist in the assessment of systemic advocacy priorities by monitoring patterns and trends in individual and group advocacy activities


	Profile, Marketing and Income Generation
	Level of promotional activities

Currency, accessibility and relevance of promotional material including website material

Number of income generation opportunities identified each year

Number of collaborative partnerships
	Undertake promotional activities for the Individual Advocacy Service among specific constituencies, including rural and remote, non-English speaking and Indigenous communities particularly
Develop promotional materials in a range of accessible formats and community languages

Develop and maintain positive relationships with PWD’s individual and group advocacy funding bodies  

Build and maintain linkages and networks with other relevant agencies
Assist in the development of funding submissions and reports to funding bodies
Assist in securing and managing advocacy project work


	Advocacy
	Compliance with internal service benchmarks and procedures
	Undertake individual and group advocacy casework for people with disability and their associates in particular in contentious matters or where specific expertise is held

Provide individual and group advocacy related information, advice and referral services for people with disability and their associates
Undertake delegated systemic advocacy work


	Leadership and Management
	High-performing Individual / Group Advocacy team committed to PWD’s vision and strategic objectives

Achievement of strategic and operational advocacy objectives

Active participation in and contribution to management team

Documented supervision sessions, probationary reviews, performance development reviews and performance management agreements for staff on file
Positive contribution to PWD activities 
Operational and project plans in place and monitored
Budgets developed, monitored and reported on
Budgetary compliance

Regular management reports submitted to leadership team

	Develop annual or periodic operational plans (including budgets) for the Individual / Group Advocacy function
Manage resources effectively to achieve budgetary and operational outcomes
Develop project plans and monitor and report on progress on all individual / group advocacy projects

Prepare and submit regular management reports to the leadership team

Attend and participate in management meetings

Recruit, induct, train and manage performance of all Individual / Group Advocacy staff, in accordance with PWD policy including:

· Regular supervision sessions (fortnightly or monthly)

· Close supervision and support for team members handling contentious individual and group advocacy matters

· Performance development reviews

· Implementing performance management agreements and strategies with staff who are not performing to the required standard

· Holding regular team meetings
Facilitate the exchange of information, expertise and knowledge within the Individual / Group Advocacy team and across the organisation
Make staff aware of and encourage attendance at all PWD staff opportunities including in-house training, general staff meetings and organisational development activities

Participate in PWD general staff meetings, PWD management committee meetings and organisational development activities such as strategic planning and policy development

Role model key organisational values and behaviour
Contribute to general PWD activities including:

· Publications

· Education and training 

· Research and development 

· Sector coordination and representation




2.3
Selection Criteria

Applicants for the position of Manager, Individual and Group Advocacy are requested to specifically address each of the following selection criteria.

	Selection Criteria

	Essential:
	· Demonstrated understanding and commitment to the rights and interests of people with disability

· Demonstrated abilities in high-level individual representation

· In-depth knowledge of disability services

· In-depth knowledge of disability discrimination

· High-level knowledge of complaint handling agencies

· High-level skills in networking and forming relevant partnerships

· Demonstrated experience in delivering culturally competent services

· Extensive experience in leading and managing a small team of professional staff

· Demonstrated management skills including operational planning, reporting and budgetary management
· Demonstrated ability to plan and manage small projects (resources and people)
· Excellent communication skills including negotiation skills

· Ability to work in a team environment

· Strong organisational skills 

· Computer literacy in a Windows PC environment;

· Ability to travel interstate

	Desirable:

	· Personal or family experience of disability
· Knowledge of client file data bases
· Degree in social sciences or related discipline


2.4
Salary and Conditions

Status

Permanent full time, 35 hour week.
Annual Salary

$55,195 - $60,709 plus 9% superannuation. Salary packaging options available.

Pay

Fortnightly in arrears by electronic funds transfer.

Hours per week

35 hours per week; ordinary time within bandwidth 8:00am to 6:00pm; flexibility to work outside ordinary hours is required 
Annual Leave

20 days (pro rata for part-time positions) with 17.5% loading.

Other leave

Special Leave; Bereavement Leave; Long Service Leave; Parenting Leave; Adoption Leave; Study Leave.  (note that some leave is paid, some is available without pay, and some is available only at the discretion of the employer).
Conditions

As per the Social and Community Services Award, subject to People with Disability Australia Incorporated Enterprise Agreement.
Location

Mount Isa and Gulf Country region. 
Accessibility

PWD is a fully accessible workplace.  Reasonable workplace adjustment needs are negotiated and managed through Workplace Adjustment Plans.

Travel

Intra and interstate travel and occasional international travel may be required.
Union

Australian Services Union – Social Welfare Branch.

Superannuation

As per Australian Superannuation Guarantee (currently 9%), payments to HESTA Superannuation Scheme or as otherwise agreed

Supervision

Regular structured supervision.
Performance Appraisal

At 3 months, 6 months, and 12 months.  Probationary period 6 months
Working with Children Check

PWD is a registered employer under the Child Protection (Prohibited Employment) Act, 1998.  The successful applicant must be approved under the Working with Children Check prior to taking up appointment.
3.
MAKING YOUR APPLICATION

If you would like to discuss your interest in the position prior to submitting an application, please contact Matthew Bowden, Executive Director, Leadership Team on 02 9370 3100 or 0405 491 359.

Applications may be submitted in writing, by email or by other agreed format.  If you wish to submit your application in alternative formats, please discuss with Matthew Bowden prior to submitting your application.   

Please include the following in your application:

· A statement addressing the essential and desirable criteria for this position

· Your CV

· Names and contact details for two referees

Please mark your application Private and Confidential and sent it to:
Matthew Bowden
PO Box 666

Strawberry Hills

NSW 2012
Or email to:   recruitment@pwd.org.au
Applications close at 5 pm (AEST), Monday 15 March 2010.

4.
THE INTERVIEW PROCESS

If you are successful in being shortlisted for this role, interviews are likely to be held in the fourth week of March in Mount Isa.   


Your preparation for the interview should include some research about our organisation and the services provided by the Individual and Group Advocacy Unit (refer to our website at www.pwd.org.au) and preparing examples from your work history of how you have demonstrated the selection criteria.  Interview questions will be supplied prior to interview and will be structured around the selection criteria.
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