THE DELI WOMEN & CHILDREN’S CENTRE
POSITION DESCRIPTION

	POSITION TITLE: DV Project Manager



	SERVICE STREAM: Administrative Services

	DATE: 1.5.2020


	REPORTS TO: Manager
	ROLES REPORTING TO THIS ONE: Nil



	PRIMARY OBJECTIVE(S):  Manage projects for the Addressing domestic and family violence in the Eastern Suburbs project 

	KEY ACCOUNTABILITIES

	Key Result Area
	Major Activities
	Indicators

	1. Ensure delivery of all projects within project timeline
	· Manage projects in accordance with timeline
· Manage logistics involved with each project area including arranging trainers, venues, catering, resources

· Maintain records for acquittal
	· Increased understanding or enhanced skills in responding to gender based violence reported by working group and partner agencies 

· Monitor change in community attitudes and confidence over the 12 month period 

	2. Manage relationships and networks to maximise engagement with projects

	· Develop network of project partners willing to engage with project 
· Form and support project working groups

· Develop promotional materials and promote project events and activities

· Identify and assist with engagement of target groups for project activities
	· Numbers of agencies participating
· Numbers of community members engaging

· Numbers of clients attending

· Number of visits to website campaign

· Post project activities survey feedback

	3. Manage budget for projects

	· Manage individual project component budgets 
· Identify strategy to allocate funding to various project partners and make these allocations
· Maintain budget records and reconciliation for acquittal
	· Projects run within budget
· Accurate and efficient budget reconciliation

	4. Project evaluation and reporting
	· Develop and conduct evaluation activities for each project area
· Collate results for project acquittal
	· Evidence gathered in evaluation
· Adequate and accurate acquittal information available
· Post project activities survey feedback


GENERIC ACCOUNTABILITIES 
	Accountability
	Major Activities
	Outcomes

	Code of Conduct and Ethics
	Adopt at all times the organisation’s code of conduct in action and relations with other staff, clients and the public

Build a complete knowledge of the organisation’s code of conduct and ethical practice
	Compliance with policy and standards

Code knowledge

	Equity
	Practice EEO, equity, ethnicity and probity principles and implement the related policies and legislative requirements


	Improved knowledge in relation to, and compliance with policy and legislative requirements

Improved staff morale

Community’s expectations met

Cohesive and diversified workforce

	WHS
	Implement and monitor the occupational health, safety and injury management policies procedures and programs in the relevant work area.

Promote a safe work place and identify unsafe practices

Contribute to WHS programs and initiatives
	Achievement and maintenance of occupational health and safety standards

Safe workplace

Safety and rehabilitation contribution 

	Legislative and Policy Compliance
	Understand and adopt all relevant organisational policy & procedure and legislative requirements
	Policy adoption and compliance

	Staff meetings and Management Committee reporting
	To attend and participate in monthly team meetings.
Contribute to monthly statistical reporting to Management Committee.
	Maintain good staff relationships and knowledge of centre operations.
Contribute to the management of the centre.

	Team work
	Fully participate in the multidisciplinary team that operates at the Centre, promoting and assisting with all aspects of the functioning of the Centre as required.
	Harmonious team work
High staff morale

Holistic service provided to clients


	KNOWLEDGE, SKILLS AND ATTRIBUTES REQUIRED:

· Experience working within the NGO sector

· Strong experience in project and event management, with at least 5 years experience

· Excellent communication and strong stakeholder management skills with demonstrated ability to network and negotiate

· Initiative and flexibility to respond to new opportunities as they arise.

· Well-developed analytical skills.

· Excellent written and oral communication skills.

· Strong administrative skills, including attention to detail and multi-tasking skills.

· Ability to work both independently and as part of a multidisciplinary team

· Ability to work within a feminist framework.

· Demonstrated experience working with social justice issues

· Computer literacy and knowledge of Microsoft Office programs, especially Excel and Word

· Understanding of domestic & family violence and key drivers 

· Current driver’s license 
	Award Classification:
SCHADS Award 
SACS Worker Level 4
Hours:


Monday to Friday
                                      Flexible between 9.00am – 4.30pm


	SIGNATURES:
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