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The Manager is responsible for the development of policies, programs and activities that address 

locally identified priorities and needs. The Manager is required to contribute to the achievement 

of organisational goals through effective teamwork with colleagues, including those in other 

Neighbourhood Houses, providing leadership within the areas of responsibility, and developing 

sound working relationships with a range of internal and external parties. 

 

Orwil St Community House Manager responsibilities: 

 

• Working together with community members and local services providers, develop and 

implement programs and approaches to identified community needs. 

• Managing and coordinating staff, overseeing, and supporting the Orwil Street Community 

House volunteers and facilitators. 

• Extensive community engagement. 

• Strategic planning and implementation. 

• Finance and administration. 

• Enhance the current programs and experience that people have within the house by 

developing and maintaining a positive social atmosphere between the members of the 

community as well as a variety of external organisations.  

• Participate in Neighbourhood House Coordination Program Networks. 

• Maintaining links with other local neighbourhood houses for joint projects sharing resources 

and learning 

• Work with a Committee of Management who are representative of their local community 

• Meet stated goals and objectives within time and financial limits as set down by Committee of 

Management 

• Liaise with funding bodies, support services and peers to maximize opportunities for success 

and improve the ongoing sustainability of the organization. 

 

 

extending our programs to meet the new and growing needs of our community.
Orwil Street Community House has just had an amazing extension done and we look forward to 
Community House is well known for its friendly and welcoming atmosphere.
well-being and information and technology classes or just the casual cuppa and chat, Orwil Street 
community needs in many ways, from our extensive Counselling and support groups, health and 
Orwil Street Community House has been in operation for over 40yrs and has supported the 

Responsible for: All staff and volunteers

Reports to: Committee of Management

Employer: Orwil Street Community House Inc

POSITION: MANAGER Permanent Part Time for 24 hours per week.

  friendly and welcoming environment

  local community, through learning, self-help, and personal growth for all ages, in a

MISSION: Orwil Street Community House is committed to enhance the quality of life within its
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Funding Bodies 

 

 

Department of Human Services Neighbourhood House Coordination Program and Frankston City 

Council 

• To ensure DHHS Service Agreement and Frankston City Council requirements are met, in 

relation to Neighbourhood House Program funding. (This includes data collection, service 

objectives and financial accountability) 

• To plan programs and activities to meet Service Agreement requirements. 

• Meet and maintain all legal and compliance requirements for all funding bodies  

 

  

KEY SELECTION CRITERIA 

Qualifications 

• Qualifications, and/or experience in community development, social science or other 
relevant discipline is desirable. 

• Previous experience (of 2 years or more in in the Neighbourhood House or 

Community Sector or similar role) with a Strong understanding of governance 

requirements and experience working with a committee of management; the ability 

to Implement the Strategic & Operational Plans as directed and endorsed by the 

Committee of Management 

• Demonstrated experience within a community organisation or working within a community 

context.  

• Demonstrated high level of skill in written and verbal communication, with well-developed 

analytical, conceptual, and interpersonal skills 

• Demonstrated high-level leadership and management skills; Proven ability to manage 

staff and volunteers and provide leadership and support; the ability to accept, 

promote and manage change. 

• Demonstrated experience in the preparation of funding submissions, accountability, and liaison 

with funding bodies. 

• Demonstrated community development capacity to develop new and enhance the 

current programs and experiences people have within the house. 

• Demonstrated ability/experience in working effectively with diverse communities with 

varying needs and requirements.  

 

Additional Skills and Experience 

•  Ability to work within a community team environment and Region wide collaborative 

network. 

•  Ability to actively engage with people experiencing disadvantage including people 

with a disability, those on low income or unemployed, those from culturally and 

linguistically diverse backgrounds, elderly people etc.; 

•  Ability to work within tight timelines. 

•  Ability to relate to a broad range of individuals, agencies, and government bodies. 
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To be employed in this position a person must: 

 

Follow Orwil Street Community House codes of employee conduct, promote the interests and 

reputation of the house and refrain from acting in way that would conflict with the best interests 

of Orwil Street Community House and supply proof of the follow: 

• Working with Children Check 

• Police Check 

• Driver’s Licence 

• First Aid level 2 

• Covid- 19 Regulation and Procedure Knowledge 

 

 

Application Process- Applications Close at the end of business day on                                                                                                                                                                                                                                             

Monday 26th October                                                

     

      Please submit: 

• Cover letter (one page) 

• Itemised response to the key selection criteria (no more than two pages) 

• Resume, including contact details of two referees who you have worked with within the last two 

years (no more than four pages). 

 

 

Please email your documents with ‘Application for Manager OSCH’ in the subject line,  

   ATT: Val Wooding- President       Email: orwilpresident20@gmail.com 

 

   

 

Performance Appraisal at the end of this period.

The position will be considered permanent after a 6-month Probationary Period and a successful 

and experience.

Salary and conditions will be in accordance with the SCHADS award and dependant on qualifications 

attend meetings and activities outside of House hours and after hours.

The position is Permanent Part Time for 24 hours per week. The Manager is occasionally required to 

Terms of Employment:


