CENTRAL HIGHLANDS WOMEN’S COLLECTIVE Inc

(CHWC Inc)

POSITION DESCRIPTION
POSITION TITLE

Executive Officer

REMUNERATION

Salary:
$65,484.64.  Salary packaging is also available
Hours per week:
Full-time – 38 hours per week

Appointment:
Ongoing, dependent on funding.

Approved By:
Central Highlands Women’s Collective Inc

Date:
July 2010
BACKGROUND

The primary role of the Women’s Resource, Information and Support Centre (WRISC) is to support women and children living in or escaping from situations of family violence. WRISC provides an outreach service to Ballarat and the Shires of Hepburn, Moorabool, Pyrenees and the Golden Plains

WRISC is a feminist based support, information and referral service governed and operated by women for women and their children. Direct service delivery is provided on both an outreach basis (including home visits) and at the agency premises.

The program is funded in the main by the Department of Human Services, and is a member of the regional Integrated Family Violence Service partnership.

AGENCY OBJECTIVE
To promote respectful relationships through services which enhance the safety, autonomy and well being of women and children. We do this through the provision, and ongoing development, of a service that provides support, information, resources and referrals to women and children who have experienced family violence.
ORGANISATIONAL RELATIONSHIPS

Reports to:



Board of Governance Central Highland’s Women’s Collective Inc.

Internal Liaisons:

Support Program workers,& Corporate program




Board of Governance 





Students, volunteers





Contractors

External Liaisons:

Department of Human Services
Regional Integrated Family Violence Services 

Directors, workers from other government and non-government organisations

Relevant Case Workers, and other professionals

Relevant networks

Maintenance, trades people
POSITION OBJECTIVES
· To operationalise the organisation’s strategic plan

· To co-ordinate the effective delivery of WRISC services.

· To facilitate the development of a supportive, co-operative and efficient team of workers to deliver these services.

· To develop and expand where appropriate the services offered by WRISC in consultation and collaboration with WRISC workers, CHWC, the women and children who use  its services, the sector and the community.

· To develop, document and store in a user-friendly format all changes to policies, practices and procedures.

· To ensure CHWC meets its legal and moral obligations in regards to service delivery.

· To enhance the community respect of the agency.
KEY RESPONSIBILITIES AND DUTIES
Team leadership

· Foster, encourage and support a climate of collaboration, mutual support and team work amongst staff.. 

· Facilitate regular scheduled workers’ meetings, and encourage full team participation in decision making processes and outcomes.

· Provide support and supervision to staff on a regular and scheduled basis, and guidance as is advisable, and include the management of caseloads and case management practice – enhancing their capacity to empower women in their decision making.
· Keep self, workers and the Board informed of matters relevant to effective service provision, liaise between the two groups, and actively encourage participation of all relevant stakeholders in strategic planning, and the development of policy, practice and protocols. 
Service delivery

· Work with partnership agencies to enhance family violence service delivery across the Central Highlands sub-region, and to act as a conduit between DHS and regional partner agencies, Board, and WRISC workers.

· Maximise equity of service delivery to women and children across the municipal areas of the Central Highlands, and enhance service response to the needs of those of diverse cultural identity and other marginalised groups.
· Liaise with other agencies to provide coordinated service response for women who require more intensive support.
· Foster relationships with other government and non-government agencies, and ensure agency participation in relevant networks and working groups,

· Facilitate development of protocols with appropriate agencies to define specific processes for positive working relationships.

Management 

· Facilitate and document the ongoing development of a service delivery model for working with women and children who have experienced family violence, including the development or review of policies, protocols and procedures.

· Facilitate an annual performance appraisal for workers  & participate in an annual performance appraisal  for this role.
· Explore and pursue funding and project opportunities, within the philosophy of the agency, and prepare submissions as recommended by the Board, and in consultation with both Board members and workers.
· Oversight of the agency’s finances including preparation, maintenance and monitoring of budget.
· Liaise with the Business Manager and CHWC to ensure safe environment and work practice for workers, clients, and others involved with the agency. This includes H.R. matters.

· Be aware of current various legislative and government requirements, and facilitate the fulfilment of these and agency input to relevant community and government reference groups.

JUDGEMENT AND DECISION MAKING
· Consider the viewpoint of worker/s when making decisions regarding the day-to-day operation of WRISC programs, and/or client or worker issues or needs.

· Determine the parameters of decision making responsibility of individual WRISC members, but guided by agency policy.

· Maintain client and workplace confidentiality at all times, and exercise discretion carefully and appropriately.

SPECIALIST SKILLS & KNOWLEDGE

The skills and knowledge required to perform the duties of the position include:

· A commitment to ensuring that feminist principles guide the management of programs, and governance. 

· Well-developed conflict resolution, networking and negotiating skills

· Knowledge of family violence issues and resources.

· A non-judgemental empowering approach, valuing diversity in lifestyle, and varying cultural beliefs

· Knowledge of relevant family violence policies, legislation, and directions.
· Knowledge of legislation appropriate to the agency context.
MANAGEMENT SKILLS

· Excellent communication and team leadership skills

· A management style based on clear communication, consultation and communication.

· Well developed time management skills, and ability to prioritise work.

· Appropriate skills to facilitate program development, improvement and evaluation. 

· Ability to develop and write policies and procedures.
INTERPERSONAL SKILLS

· Highly developed verbal and written communication skills.

· Ability to negotiate and resolve issues appropriately.

· Ability to work as an effective team  member, and to liaise with the Board whilst managing service delivery.
ACCOUNTABILITY AND EXTENT OF AUTHORITY

The Executive Officer

· is accountable the CHWC Inc.
· will manage service deliverables, refining measurable outcomes against Funding and Service Agreements, 
· is expected to ensure worker participation in worker’s meetings, evaluation sessions,  planning sessions and supervision as scheduled.

· is responsible for ensuring the collation of all appropriate statistics and reports as required by the Department of Human Services, and the CHWC Inc , and partner agencies.

· is an ex-officio member of the Board of Governance
QUALIFICATIONS AND EXPERIENCE

· Degree in Social Work, or equivalent.

· Relevant experience with managing a multi-faceted team, providing welfare programs.

· Expertise in developing policies, procedures and projects, and drafting related documentation and submissions.

· Awareness of legal processes and Acts relating to family violence.
KEY SELECTION CRITERIA

Selection will be based on the following criteria. However, reference will also be made to other listed skills, knowledge and attributes as required in the Position Description.

· Demonstrated capacity for team leadership, effective networking, and project management.

· Commitment to the application of feminist principles throughout working relationships, and internal policy development.

· Ability to manage an agency in a collaborative and consultative way, incorporating all stakeholders as relevant to strategic planning, and the development of policy, practice and protocols.  

· Excellent verbal and written communication skills, with demonstrated capacity to represent key stakeholders. Demonstrated ability to draft and present reports, policies, submissions and relevant documents.

· An awareness of family violence issues as they relate to women, and the ability to develop a flexible, non-judgmental and empowering service delivery model that encourages affirmative action to redress any disadvantage e.g. of culture, geography, disability, lifestyle.

· Knowledge of relevant services, networks and resources – police, court, accommodation, health and welfare, legal, community services – or the ability to acquire that knowledge.

· Ability, and commitment, to develop, promote and enhance effective working relationships with related agencies.

· A thorough understanding of issues and practices relating to confidentiality and mandatory reporting.
· Demonstrated capability to represent the organisation, and its best interests, within a broader service system.
OTHER REQUIREMENTS

· Current Victorian driver’s licence

· Employment is subject to a 3 month probationary period.

· Employment is subject to a satisfactory police and Working With Children check.

· Successful applicants will be required to complete a pre-employment health declaration.
· Some after hours work will be required
OCCUPATIONAL HEALTH AND SAFETY

Promote, and facilitate, the provision of a safe working environment for all employees of Central Highlands Women’s Collective (CHWC Inc) in accordance with the regulations of the Occupational Health and Safety Act 2004 (as amended) by:

· Ensuring development of, and adherence to, policies and practices in accordance with the Occupational Health and Safety Act 2004, Regulations, Codes of Practice and CHWC Inc.

· Contributing to the establishment of a comprehensive safety program for CHWC Inc.

· Participating in safety training as required.

· Coordinating regular audits of work procedures, equipment and workplaces.

· Liaising with CHWC Inc OH&S working group on matters relating to a particular program area.

· Monitoring occupational health and safety practice and issues.

· Develop an understanding of, and commit to, CHWC Inc Risk Management Policy.
RISK MANAGEMENT

All staff members are required to actively reduce CHWC Inc’s exposure to losses related to security, public liability and professional indemnity by reporting hazards, securing CHWC Inc property and reporting potential areas of concern.

PRIVACY

CHWC Inc is committed to compliance with the Information Privacy Act and the Health Records Act.

All workers are required to:

· Adhere to CHWC Inc’s Information Privacy and Health Records Policy

· Respect and protect the privacy and confidentiality of all information that you may learn or have access to as a consequence of your employment.

EQUAL OPPORTUNITY

CHWC Inc offers a work environment free of discrimination, sexual or other harassment, victimisation, vilification and bullying.  All employees are expected to contribute to the enhancement of a positive work environment.

Exemption No. A104/2010has been granted under S83 of the Equal Opportunity Act 1983 to enable women only to be employed by CHWC Inc.
PLEASE NOTE:

Personal and Health Information collected by CHWC Inc is used for recruitment and if the applicant is successful will be used for HR.  The Personal and Health Information will be used solely by CHWC Inc for this purpose and or directly related purposes.   CHWC Inc may disclose this information to other organisations if required by legislation.  The applicant  understands that the Personal and Health Information provided is for the above purpose and that  he or she may apply to CHWC Inc for access to and/or amendment of the information.  Information relating to unsuccessful applicants may be destroyed by CHWC Inc after 12 months from this time.  Requests for access and or correction should be made to CHW Inc’s Privacy Officer.
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