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POSITION DESCRIPTION	

Location:		Canberra ACT
Reports to:		Executive Manager, Governance
Direct reports:		Nil


Classification:		Governance
Employment type:	Full-time
Probation	:	6 months
Employment status:	Fixed-term (2 year contract) 
Hours of work:		38 hours per week
			Monday - Friday
	
Our Why
The St Vincent de Paul Society Canberra/Goulburn (hereafter the Society) has been serving the local community since 1924. We are a charity based not for profit organisation offering a ‘hand up’ to people in need, regardless of their creed, ethnic or social background, health, gender, or political opinion. We achieve this by respecting peoples' dignity, sharing our hope and by encouraging people to take control of their own destiny. We work to shape a more just and compassionate society. 

Our team work together daily and provide a hand up to people across the ACT and its surrounding areas, through to Lake Cargelligo in the west, across the Snowy Mountains to Tumut, down to Eden, up to Batemans Bay and inland to Crookwell. Our commitment to servicing these communities’ stems from the combined efforts of all members, volunteers, and employees.
The Quality Manager is responsible for drafting, implementing, monitoring, and evaluating internal policy, procedures and processes ensuring they provide compliant, appropriate and effective governance for the Society. The role will be responsible for the development and design of quality control processes ensuring the Society services adhere to legal and safety standards, the Strategic Plan and the Vision, Mission and Values. The Quality Manager will seek changes in legislation, translate the changes into the policy and procedure systems while proactively managing and communicating change to our members, volunteers, and employees as appropriate.  
The functions of this role include developing and maintaining compliance registers and ensuring policy, procedures and forms are reviewed and current. The role will involve engaging internal stakeholders to effectively communicate and implement quality and compliance measures and ensure projects, programs and services meet the needs of the Society now and into the future. This role will provide key support to the Executive Manager of Governance and Secretariat. 

Our Values
Our own actions and behaviors in performing our duties are guided by the Society’s Code of Conduct and organisational values of Courage, Respect, Compassion, Advocacy, Integrity, Empathy and Commitment.

Key Duties and Responsibilities
The Quality Manager is responsible for:
· Creation and maintenance of compliance registers and processes
· Implementing proactive processes to ensure reviews are timely and appropriate
· Monitor project risks to foresee/identify potential problems and proactively identify solutions to address in advance.
· Provide governance, contractual and legislated compliance advice to the Executive Managers and CEO
· Seeking opportunities for improvement and developing new efficient procedures
· Understanding and communicating legislated and compliance led changes and the impact to the strategic direction and business goals and the political context in which we work and deliver our services

Quality Assurance  
· To work with business stakeholders to build a continuous improvement environment to support an ongoing programme of change
· Contribute to the development of policies, procedures, and documents to improve compliance, review and quality processes
· Contribute to the implementation of quality control procedures and accreditation requirements ensuring they are completed in a timely and accurate manner. 
· Identify trends and process variations as part of establishing a continuous improvement monitoring system
· Maintain legislative and Policy Content Library ensuring changes are communicated across appropriate areas of the Society
· Maintain archiving, records management and auditing requirements
· Provide content for the ‘intranet’ and communications ensuring effective and efficient communications to all staff.
· Contribute to data management requirements as directed.
 
Key Performance Indicators
· Conduct all actions according to the Mission and Code of Conduct of the Society
· Development of positive working relationships with staff, suppliers, members, volunteers and Companions
· Willingly shares own expertise to achieve improved outcomes for the Society
· Sees projects through to completion, monitoring work progress and manages priorities with a commitment to achieving quality outcomes
· Demonstrates high level administrative, organisational skills and data management capability.
· Manages confidential information and demonstrates capacity to maintain confidentiality and professional standards of behaviour in difficult and sensitive circumstances
· Demonstrates excellent written and personable communication skills with a range of Government, public, private and non-profit stakeholders
· Demonstrates excellent time management skills including working to deadlines and attending to detail at all times
· A proactive, collaborative mindset and demonstrated capacity to work independently and within a team environment
· Actively facilitates positive workplace relationships and contributes to a culture of respect, compassion and kindness. Using persuasive language to influence outcomes and support recommendations 
· Understanding of continuous improvement.
· Ability to set-up, facilitate and lead service improvement sessions.
· Experience of designing or implementing a framework of continuous improvement in a multijurisdictional organisation.
· Experience of hands-on implementation of continuous improvement programs.
  
 Adherence to Company Policies and Procedures 
· Adhere to and demonstrate commitment to the Society’s policies and procedures as varied or created by the Society from time to time.
· Adhere to and demonstrate commitment to WHS policies risk management framework and safe working practices as dictated and are varied or created from time to time.
· Demonstrate adherence and commitment to meeting all key result areas of position description.
· Adhere to all relevant employment legislation as dictated by state and federal legislation inclusive of WHS Act 2011 and its regulations.
· Ensure all activities comply with financial funding policy and relevant legislative and regulatory requirements ensuring no non-conformance reports.


People Liaison
· Promote organisational vision, values mission and business objectives to staff, members, volunteers, clients, external partners and stakeholders.
· Contribute to the inspiration, motivation and dedication of high performing and collaborative teams.
· A commitment to supporting high quality program development and service delivery opportunities for all stakeholders in line with corporate business objectives and Strategic Plan.
· Contribute and foster effective working relationships and communication internally.
· Work closely to support the Executive Leadership team providing confidential quality management support 

Personal Capabilities
· Commitment to the Mission, Vision and Values of the Society
· Demonstrated interpersonal skills and good written and verbal communication skills
· Contributes to positive workplace culture
· Manages confidentiality of workplace and position information
· Is self-aware and reflective
· Has high work standards and is proactive in carrying out work
· Demonstrates a high work ethic
· Good organisational skills. Remains calm and focussed when faced with multiple tasks and competing deadlines
· Learns from experiences and identifies areas for continuous improvement and/or self-development

The essential knowledge, experience, skills and personal attributes required for the position
· Qualifications in Business Administration or relevant field
· Previous experience as a Quality Improvement Manager or similar roles, in the community or not for profit sectors
· In depth understanding of quality control procedures and relevant legal standards
· Strong time management and organisation skills to manage competing priorities and meet deadlines
· High level of proficiency with computers and skills in Microsoft Office applications with regard to Microsoft Teams and Sharepoint, Excel, TRIM and TechnologyOne. 
· A keen eye for details and a results driven approach

Eligibility
To be eligible for employment at the Society applicants must hold working rights in Australia.
· Minimum 3-5 years proven continuous improvement experience from a similar role, including project management and business analysis.
· Applicants offered employment will be required to successfully undergo a police record check. The successful applicant must be willing to disclose all relevant and required information.
· Successful applicants engaged into the Society will be subject to a 6-month probation period.

Acknowledgement 
I have read and understood my position description. I understand that my position description may be amended from time to time, as the Society deems it to be appropriate in accordance with the Strategic Plan. Changes to the position description will be communicated as necessary.
 
Full Name:	_____________________________________  Signature: ________________________________

Date:               	_____/ ______ /_______ 
 
 
This position description has been approved by the CEO  
 
Signature: 	_____________________________________
Full Name: 	Barnie Van Wyk 

Date:              	 _____/ ______ /_______ 
 	

“I love that the work that I do. It makes a difference in the lives of so many other people” – Employee
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