
Stable Help inc
Job Description

Position Title Community Services Project Manager
Classification Level 4 Step 1

Hourly Rate $35.80 per hour

Hours of
Employment

20 hours per week for 13 weeks

Fixed Term Contract 30 September 2020 to 24 December 2020

Reports to Administrator

Applications close Applications close on Monday 28 September. Early applications will be
favourably considered and you're welcome to call to discuss your interest

Primary Purpose of
the role

Be on-site to support the ongoing implementation of policies and health and
safety standards in the light of Covid-19 and oversee the service delivery, the
volunteers and staff and the recruitment and training of new volunteers.

About the Program Stable Help inc has received a grant from Grants SA to prepare a road map to
recovery from Covid-19. The purpose of the Grant is to increase the
capacity of Stable Help to meet the expected increased demand for assistance
while the country experiences an expected economic downturn caused by the
pandemic. Current assistance provided is emergency food relief, financial
counselling, housing advocacy, pastoral care, transport assistance for the ill
and elderly, computer training for seniors and car repairs for people in
financial stress. All of these programs are under review. Possible future
programs may include the development of a village for people who are
homeless and the redevelopment of 14 sites for caravans and cabins that were
previously used as accommodation for homeless men.

About Stable Help Stable Help inc is the welfare arm of The Stables Christian Centre inc. The
Stables offers a safe and supportive environment for all people who are
struggling with poverty and loss. Our vision is to offer the love of Christ to
individuals, families and young people who are in need, by showing care and
practical assistance and empowering them to make choices that will enhance
their overall health and spiritual well being. We believe in a holistic
approach, encompassing physical, emotional and spiritual needs.
Our goal is to impart hope as we assist people at their point of need. Our
inspiration comes from the life of Jesus who went about doing good and
healing all those who were oppressed.

Scope The Project Manager will:
 work to increase the capacity and quality of the service delivery
 seek to engage and train new volunteers to carry the vision and



purpose of the organisation into the future
 provide administrative assistance to the Board of Management as they

restructure services and increase funding resources
 supervise staff and volunteers

Expected Outcomes A roadmap for recovery from the adverse effects of Covid-19 which will
include:

 A recruitment and training process for volunteers established
 Welfare Program restructured to maximise potential and expand

services to meet possible increased community need due to Covid-19
 A fundraising strategy and plan established to support the expansion

of services and improvement of service quality

Qualifications &
Experience

Minimum Cert 1V in Project Management with a number of years of
experience
The prospective applicant will be able to demonstrate they have:

 A sound knowledge of program, activity and operational policy
 Skills in managing time, setting priorities, planning and organising

their own work and that of lower classified staff and/or volunteers to
achieve specific objectives

 An ability to set outcomes and further develop work methods where
work procedures are not established.

 Experience in reporting on program activities and outcomes
 An ability to provide specialist technical advice
 Demonstrated experience in implementing policies and procedures

with staff and volunteers
 Sound discipline knowledge gained through experience, training or

education

Responsibilities  To be onsite to support the ongoing implementation of policies and
health and safety standards in light of Covid-19

 To have a clear understanding of the role of the organisation and its
structure and service.

 To gain a knowledge of the policies and procedures of the organisation
and bring these up to current standards.

 Develop new policies and procedures as needed.
 Develop a records management service for the receipt, custody,

control, preservation and retrieval of records and related material
 Contribute to the development of work methods and the setting of

outcomes in accordance with the clear objectives of the grant
submission

 Provide administrative support to the administrator and Board of
Management during the restructure of the organisation process



 Provide supervision and task allocation to volunteers
 Oversee the service delivery, the volunteers and staff with the view to

initiating improvements in service quality and performance
 Design a volunteer recruitment drive – a marketing and engagement

plan
 Identify projects suitable for volunteers and the activities and tasks

they will undertake
 Oversee the recruitment of new volunteers – advertising, interviewing,

referee checks, Police checks and DHS clearances and advise
successful and unsuccessful candidates.

Personal Attributes Essential
The applicant must be a person who

 has a personal faith in Jesus Christ
 values honesty, integrity and respect
 is a team player yet able to work alone
 is confident and reliable and has an ability to lead others

Desirable
 Be willing to pray with other team members as there is a need
 Has a genuine care and concern for people in need

Requirements of the
role

Applicants must be willing to work within the vision and values of Stable
Help inc and be able to provide a DHS clearance – vulnerable persons and a
Police Clearance


