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Applicant Information Package
for the opportunity of 

Manager

Part Time
30-34 hrs (4 days) per week

The Women’s Cottage
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APPLICATIONS CLOSE:  
Monday 11th Dec 2017 (10am)





About the employer…

[bookmark: OLE_LINK49][bookmark: OLE_LINK50][bookmark: OLE_LINK51][bookmark: OLE_LINK52][bookmark: OLE_LINK53][bookmark: OLE_LINK54][bookmark: OLE_LINK55]Our client, Hawkesbury Area Women’s and Kids Service Collective (HAWKS); “The Women’s Cottage” is a small feminist, not-for-profit, community based support and resource centre, run by women, for women (and their children) who live, work or study in the Hawkesbury LGA and its immediate surrounds. It provides support, information, resources and referral to women and children in the local government area.

Services include confidential crisis support and advocacy, case management, referral, court preparation and interest groups. Counselling is available to women who have experienced an abusive relationship, domestic violence, those who were sexually abused as a child and those dealing with difficult life issues. 

The Women’s Cottage is often the first line of contact for women and kids experiencing domestic violence.  
It is funded under FACS Community Hubb and Child Youth and Family Support and is currently managing a program funded under the Royal Commission into Institutional Responses to Child Sexual Abuse which is due to finish in 2018. 

[bookmark: OLE_LINK39][bookmark: OLE_LINK40][bookmark: OLE_LINK41]The Women’s Cottage operates on collective principles and is managed by a Management Collective.  A Collective is a non-hierarchical structure which encourages all members to contribute a variety of skills to the task of management, which are shared and rotated. Decisions are made by consensus and with each Collective members’ opinions being of equal value.

The Women’s Cottage has served the Hawkesbury for over 30 years.

Applicants are encouraged to visit their website to learn more:
www.womenscottage.org.au


Some of the great benefits provided to employees…

· Salary Sacrificing 
· Some above Award conditions
· Opportunities for multi skilling and up-skilling 
· High level of diversity in role 
· Excellent working environment 






About the Position…

[bookmark: OLE_LINK36][bookmark: OLE_LINK37][bookmark: OLE_LINK38]In partnership with the Management Collective, this position is responsible for the day to day operation of The Women’s Cottage, which includes support, counselling and other services for women and their children from the Hawkesbury Local Government area as well as leadership of the staff.

The Manager makes recommendations and provides resourcing support to the Management Collective. The Manager ensures that sufficient information, support and resources are available for the Management Collective to make informed decisions.

Key Responsibilities include:
· [bookmark: OLE_LINK63][bookmark: OLE_LINK64][bookmark: OLE_LINK56][bookmark: OLE_LINK57][bookmark: OLE_LINK58][bookmark: OLE_LINK59][bookmark: OLE_LINK60]Demonstrated working knowledge of the community sector and experience in counselling and community development
· Prepare proposals for funding, grants, projects, services and activities for HAWKS Inc. to be approved according to Management Collective delegations
· Supervise, induct, train and develop all employed workers, volunteers and students in HAWKS Inc. and archive related documentation
· Network and partner with inter-agencies, forums and networks
· Develop, update and implement the Women’s Cottage policies and procedures, operation plan, and strategic plan in consultation with the Management Collective and Sub-Collectives
· Provide the Management Collective with administrative support and monthly reporting on the Women’s Cottage operations
· Provide information to staff and the Management Collective of current updates in the sector, related agencies, government bodies, funding and grant opportunities and legal compliance
· Manage and review the financial and funding requirements of the Women’s Cottage, assist the preparation of monthly reports including monthly expenditure, budget monitoring and any additional financial reviews
· Ensure effective systems are established and maintained to plan, monitor, evaluate, report, review and archive project/service performance and outcomes
· Conduct community consultation to survey and identify the needs of women and children in the Hawksbury Local Government Area


Position Details…

Location: 	Richmond, NSW
Hours per week: 	30-34 hours per week in total
Days per week: 	4 days each week 
Days of work: 	The successful applicant will be able to negotiate the days of the week they would prefer to work upon offer of employment. However, the organisation would prefer that those days include Tuesday (as this is when the Management Collective currently meet) and Friday. 
Term:	Permanent
Award Coverage:	Salary classification and conditions of employment will be as described in the NSW SCHADS Award.
Salary:	This position has been classified between Level 7 & Level 8 in the SCHADS Award, to be determined with successful applicant. However this employer does pay above Award rates.
Positions available:	There is 1 vacant position being advertised. 
Travel:	Minimal travel may be required to attend meetings etc. locally.

The Women’s Cottage considers being a woman a genuine occupational qualification for this position under s.31 of the Anti-Discrimination Act 1977 (NSW).

Probationary Period…

A six-month probationary period applies to all positions at The Women’s Cottage from the date of appointment. A probationary review will be conducted prior to conclusion of this period.

Child Related Employment…

This role is classified as child related employment and as such, the successful applicant will be required to provide current clearance of a NSW “Working with Children Check” (under the Commission for Children & Young People Act 1998).

Interviews…

Please accept this as advanced notice that due to the Christmas closure period, interviews for this role will occur very quickly after the closing date. You are therefore encouraged to submit your application well in advance of the closing date. 

Interviews are anticipated to be scheduled on Monday 18th December 2017. Should your application be successful in proceeding to this stage, it is advisable you be available to interview on this date to meet this timeframe.




How to Apply…

To apply for this role please note the following:

· Applications will only be considered where the Applicant has submitted all documents as mentioned in the Application checklist below. To assist you, please utilise Attachment 1 and Attachment 2 following. You can either print and handwrite on these forms or type into them directly from your computer and then attach them to an email.

· If providing photocopies make sure they are clear / easy to read

· Your resume should outline your previous work history in chronological order starting from your most recent position, together with a brief description of the duties associated. It should also outline your education and training and a good guide is to keep it to 3-4 pages maximum.

· Ensure your application is submitted prior to the closing date 

· The closing date for applications appears on the first page of this information package. Extensions are given in exceptional circumstances. Should you need an extension on your application please contact Angela immediately on 1300 731 148 or jobs@totalworkforceservices.com.au

Application Checklist…

When submitting your application please ensure you have enclosed the following:
· Employment Application Form (attachment 1 following)
· Response to Selection Criteria Form (attachment 2 following)
· Your resume (including details of when and how we can contact you)
· And a covering letter if you wish

When you have all these prepared, send it to the attention of Angela Gauci at Total Workforce Services via:
jobs@totalworkforceservices.com.au
Important: Please ensure you submit a full application with all the items as mentioned above. Applications not including all the items above will be asked to resubmit their details before the closing date to enable the application to be considered by the Selection Panel.
Receipt of your application will be confirmed by email.
Still looking for more information?

If you have any questions or would like to talk a bit more about this job before applying, please feel free to call us on (02) 4555 4634 or email jobs@totalworkforceservices.com.au 

Thank you for your expression of interest regarding employment with The Women’s Cottage.

Good Luck!



[bookmark: OLE_LINK1]The Position Description…

Hawkesbury Area Women & Kids Services Collective Inc.
Job Identification

POSITION TITLE			The Women’s Cottage Manager
STATUS	Permanent part time 30 - 34 hrs per week (Plus above award conditions as per contract) 
CLASSIFICATION		Level 7/8 SCHADS Award	
ACCOUNTABLE TO		HAWKS Inc. Management Collective
LOCALITY			Richmond, Hawkesbury Local Government Area	
FUNDING			Family & Community Services NSW

POSITION CONTEXT
The Women’s Cottage is often the first line of contact for women and kids experiencing domestic violence.  It is currently managing a program funded under the Royal Commission into Institutional Responses to Child Sexual Abuse which is due to finish in 2018. Also funded under FACS Community Builders and EIPP (Community Hub and Child Youth and Family Support).

HAWKS Inc. operates on collective principles and is managed by a Management Collective.  A Collective is a non-hierarchical structure which encourages all members to contribute a variety of skills to the tasks of management, which are shared and rotated.  Decisions are made by consensus and with each Collective members’ opinions being of equal value. 

The Women’s Cottage has served the Hawkesbury for over 30 years.

PURPOSE AND FUNCTION
The Women’s Cottage Manager in partnership with the Management Collective is responsible for the day to day operation of The Women’s Cottage, which includes support, counselling and other services for women and their children from the Hawkesbury Local Government area.

The Women’s Cottage Manager makes recommendations and provides resourcing support to the Management Collective. The Manager ensures that sufficient information, support and resources are available for the Management Collective to make informed decisions.

MAIN DUTIES AND RESPONSIBILITIES

Key Responsibilities
1. Demonstrated working knowledge of the community sector and experience in counselling and community development.
2. Prepare proposals for funding, grants, projects, services and activities for HAWKS Inc. to be approved according to Management Collective delegations.
3. Supervise, induct, train and develop all employed workers, volunteers and students in HAWKS Inc. and archive related documentation. 
4. Network and partner with inter-agencies, forums and networks.
5. Develop, update and implement the Women’s Cottage policies and procedures, operational plan, and strategic plan in consultation with the Management Collective and Sub-Collectives.
6. Provide the Management Collective with administrative support and monthly reporting on the Women’s Cottage operations.
7. Provide information to staff and the Management Collective of current updates in the sector, related agencies, government bodies, funding and grant opportunities and legal compliance.
8. Manage and review the financial and funding requirements of the Women’s Cottage, assist the preparation of monthly reports including monthly expenditure, budget monitoring and any additional financial reviews.  


9. Ensure effective systems are established and maintained to plan, monitor, evaluate, report, review and archive project/service performance and outcomes.
10. Conduct community consultation to survey and identify the needs of women and children in the Hawksbury Local Government Area.  

Specific Responsibilities 

Management Collective Resourcing
The Women’s Cottage Manager provides the Management Collective with information, support, advice and recommendations.

· Ensure sufficient information, support and resources are available for the Management Collective to make informed decisions.
· Provide the Management Collective with monthly financial information including monthly expenditure, budget monitoring and any additional financial reviews. 
· Provide the Management Collective with the Women’s Cottage Manager’s and staff workplans outlining key priorities to be undertaken each year. 
· Provide a comprehensive written report covering work plan deliverables with recommendations and project proposals and updates.
· Facilitate the transfer of information between the Management Collective and staff.
·  Convene and lead sub-collectives.
· Provides a secretariat to the Management Collective as required.
· Ensure minutes are filed to meet legal compliance.

Project/Service Management
· Manage the project/service planning and reporting documentation required for individual funded services. 
· Estimate the expenditure of funds in consultation with the Financial Administrator, to be approved by the Management Collective in accordance with the individual approved project budgets.
· Plan, implement, monitor and evaluate service delivery for projects and programs.
· Source and monitor appropriate funding, write submissions, proposals, lobby and submit funding applications. 
· Provide information to staff and the Management Collective of current updates in the sector, related agencies, government bodies, funding and grant opportunities and legal compliance that impacts on the Women’s Cottage.
· Facilitate programs and groups.

Staff Management
· Supervise, induct, train, develop, support and debrief all employed workers, volunteers and students in HAWKS Inc. and archive related documentation.
· Conduct staff supervision, staff appraisals and staff meetings for all staff, volunteers and students according to schedule.
· Co-ordinate recruitment in accordance with HAWKS Inc.’s Employment Policy and other related policies and procedures.
· Facilitate the development of staff work plans and development plans for all staff.
· Coordinate staff rosters, contingency plan management and succession planning. 
· Ensure compliance with HAWKS Inc.’s policies and procedures.

Administration and Financial Management  
· Monitor, review and maintain the Women’s Cottage administrative systems including statistical compilation. 
· Monitor, manage and review the financial, funding and administrative requirements of the Women’s Cottage. 
· Assist with the preparation of monthly reports including monthly expenditure, budget monitoring and any additional financial reviews in consultation with the Financial Sub-Collective. 
· Maintain Women’s Cottage building and grounds maintenance. 

Public/Media Relations
· Coordinate media liaison (including Facebook, twitter and web page), promotional material, newsletters and press releases in consultation with the Management Collective.
· Promote the Women’s Cottage in the Hawkesbury community through the provision of support and participation in community campaigns and events, including partner relationships with inter-agencies, networks, forums and advocacy for women’s issues.  

Professional Development
· Participate in annual appraisal, professional supervision, training and other developmental activities.

This job description does not intend to cover every detail that may be required within the role. 

[bookmark: _GoBack]
Selection Criteria
· Relevant tertiary qualifications coupled with substantial experience in the community sector
· Counselling skills and understanding of trauma informed practice
· A strong commitment to working from feminist principles and philosophy and how this is used as a framework to understand and respond to the gendered nature of violence against women and children
· Understanding of, and willingness to work within the framework of a Management Collective
· Demonstrated ability to manage a team and work as a leader facilitating a participatory approach to decision making and service delivery
· Knowledge of diversity and inclusion issues and ability to apply these in an organisational context
· Knowledge of current NSW State and Federal Government funding reforms and policy directions for community services and violence against women
· Experience identifying organisational and/or sector development needs and opportunities, and devising and driving strategies to address these needs
· High-level liaison, consultation, negotiation and interpersonal skills and ability to develop partnerships and networks
· Sound financial management skills and proven success sourcing, securing and administering funding
· Current (or willingness to obtain) Working With Children Check and NSW Police Check






Attachment 1
Employment Application Form

	Personal Details

	First Name:
	
	Surname:
	

	Preferred Name (if different):
	
	
	

	Postal Address:
	

	
	

	Phone
	Business Hours:
	

	
	After Hours:
	

	Email address:
	
	@
	





	Application Details

	Position you are applying for:
	Manager, The Women’s Cottage

	What interested you in applying for this position?
	

	Where did you see this job vacancy advertised?
	

	Referee Details

(Please provide 2 professional referees who can comment on your work skills. One must be a recent supervisor. Make sure you give us their current contact information and let them know we may be contacting them.)
	Name:
	

	
	Organisation:
	

	
	Title:
	

	
	Phone:
	

	
	Name:
	

	
	Organisation:
	

	
	Title:
	

	
	Phone:
	







	Additional Details

	What is your current work authorisation?
	· I am an Australian Citizen/ permanent resident
· I hold a current working VISA
· I require sponsorship to work in Australia

	Do you hold a current NSW Driver’s License
	· Yes
	· No

	Have you ever worked for The Women’s Cottage before?
	· Yes
	· No

	Do you hold a current NSW paid employee Working with Children check clearance?
	· Yes
	Clearance number: WWC ______________________ E 
Expiry date:                           /

	
	· No
	· My application is imminent; I will have this soon
· I will apply for this now

	Note: As of 15th June 2013 the legislation for WWC checks changed, for more information please visit the Commission for Children & Young People's website www.kids.nsw.gov.au/Working-with-children/New-Working-with-Children-Check



Applicant Declaration
· I declare that the above information provided by me is true and correct.
Signature: ___________________________________
Date: __________________________




Attachment 2
Response to selection criteria form

To assist you in completing this form…
· Tell us about any relevant work experience, qualifications, skills and/or knowledge you have that are relevant to this position
· The most recent the information, the better. Try to provide detail about duties performed most recently and avoid including information not relevant to this position you are applying for 
· Remember to tell us about both direct experience / skills (i.e.: from the same types of work) as well as experience and experience you may have gained from other places
· It is good to give specific examples of what you know, where you learnt it and to give concrete examples of how you have applied it in the past (e.g.: where and how you’ve used these skills before)
· Try to give different examples to each criteria that show how you meet them rather than repeating the same information/examples

	Your Name:
	

	Position:
	001HAWK – Manager, The Women’s Cottage



Essential:

Please list your relevant tertiary qualifications and experience in the community sector

Please describe your skills in counselling and your understanding of trauma informed practice

Briefly detail your commitment to working from feminist principles and philosophy and how this is used as a framework to understand and respond to the gendered nature of violence against women and children

What is your understanding of, and willingness to work within the framework of a Management Collective

Please describe your ability to manage a team and work as a leader facilitating a participatory approach to decision making and service delivery

What is your knowledge of diversity and inclusion issues and ability to apply these in an organisational context

What is your knowledge of current NSW State and Federal Government funding reforms and policy directions for community services and violence against women

What experience do you have identifying organisational and/or sector development needs and opportunities, and devising and driving strategies to address these needs

Please detail your skills in liaison, consultation, negotiation and interpersonal skills and ability to develop partnerships and networks

Please explain your skills in financial management skills and proven success sourcing, securing and administering funding

So you hold a current NSW Working With Children Check clearance and NSW Police Check? If no, are you willing to obtain these?

4

image1.jpeg
5.3

Total Workforce Services




image2.png




