
 

 

 

 

Position Description 

 Site Manager 

Reporting to: UC Camping Director 

Unit: equipping Leadership for Mission  

Location: Norval & Acacia, Halls Gap Victoria 

Tenure: Fixed term 12 months 

Hours per week: 37.5 

Cost centre: CC.170 

Date:  December 2020 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

Employee Name 

Employee Signature 

Date 

 

Manager’s Name 

Managers Signature 

Date 

Daniel Murray 

UC Camping Director’s Name 

UC Camping Director’s Signature 

Date 
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equipping Leadership for Mission 

equipping Leadership for Mission (eLM) is a pivotal unit in developing the capacity to undertake the 

mission-based activities of the Synod. It is central to supporting a coordinated focus on mission 

and supporting gathered communities to discern and engage in mission in their local context. It is 

committed to inter-connectivity across the Church to enable all aspects of the Synod’s mission and 

capacity building activities occur collaboratively and holistically.  

 

Relationships and Connections Team 

The Relationships and Connections Team purpose is to walk with presbyteries and reflect 

congregational interests, in light of the wider Church and community. The team seeks to create 

connections and inter-conciliar opportunities to, for example, work together in mission, enhancing 

cooperation, and managing resources wisely.  

The team supports and promotes Synod-wide events including whole of Synod social justice 

campaigns and providing support and information about how to access a wider range of Synod 

support and services.  

The Relationship and Connections Team plays a key role in developing proposals and actions that 

progressively respond to the evolving needs for ministry in life-giving communities. This includes 

resourcing the Placements Committee and supporting the grants administration processes.  

It is also be a key liaison point with a range of Uniting Church entities including, for example, 

UAICC in Victoria and Tasmania, Schools, Uniting, and Uniting AgeWell, to deepen partnership 

relationships 

 

Role purpose  

The Site Manager will work closely with the senior management team: 

 Administer the affairs of the “Campsite” in a manner that strives to meet the objectives of 
the UCC Strategic Plan; 

 Provide and maintain a superior level of customer service and satisfaction through prompt, 
courteous action, attention to detail and quality of work; 

 Work cooperatively with the employer to achieve sound governance and stewardship of 
Church resources under the control of the “Campsite”; 

 Provide and maintain a safe and harmonious work environment which adheres to 
Occupational Health and Safety regulation;  

 Ensure the campsite meets all regulatory, accreditation and compliance requirements; 

 Ensure that the organisation operates at optimum levels of efficiency and effectiveness; 

 Provide excellent service; 

 Maintain a standard of excellence for cleaning and presentation at all venues. 

Key Relationships 

The role reports to the UC Camping Director, it will also require developing effective relationships 

with a number of key groups, including: 

 Other UC Camping sites and managers 

 Local Presbytery Camp Committee (PCC) 

 UCA Agencies, Schools and congregations using the campsite 
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Key Selection Criteria  

Qualifications and experience  

 Tertiary qualifications in community development, outdoor education, education, business 

administration/project management and/or relevant experience.  

 At least 4 years’ experience in a similar role with proven experience supervising others. 

 Knowledge of the Uniting Church in Australia its policy, systems and practices and 

engagement with Uniting Church faith communities, would be an advantage. 

 

Skills and abilities 

1. Camping & site management: sound knowledge of outdoor education & camping sector 
regulations, policies and best practice, including those for food services, safety and 
accommodation. Demonstrated experience in facility management. Ability to manage site 
maintenance projects within budget allocation. Commitment to safety and the delivery of 
customer focused services. 

2. Leadership: builds team commitment by demonstrating personal conviction. Supports a 

process of planning for operational and programming requirements. Effectively leads 

change and remains flexible. Models the Uniting Church ethos and workplace values. 

3. People management: clearly defines role expectations, monitors performance, provides 

timely and constructive feedback and facilitates employee development. Supports staff and 

people to ensure they are effectively engaged and motivated. Ensures a safe workplace for 

self and others. 

4. Team work: cooperates and works well with others in the pursuit of team goals.  

Collaborates and shares information. Shows consideration, concern and respect for others' 

feelings and ideas. Accommodates and works well with different working styles of others. 

5. Relationship development: identifies issues in common and seeks knowledge to build 

mutually beneficial partnerships. Identifies and responds to other people’s underlying 

needs. Follows through on promises and builds trust. 

6. Problem solving: seeks all relevant information for problem solving. Investigates and 

probes for the facts and liaises with stakeholders. Analyses issues form different 

perspectives and draws sound inferences from information available. Identifies and 

proposes workable solutions to problems.   

7. Planning and organising: sets clearly defined objectives and priorities and operates 

accordingly, review and adjust as required. Identifies processes, tasks and resources 

required to achieve a goal. Establishes systems and procedures to guide work and track 

progress. 

8. Communication skills: demonstrates excellent verbal and written communication skills.  

Confidently conveys ideas and information in a clear and interesting way. Demonstrates 

excellent interpersonal skills and abilities to effectively interact with a diverse range of 

individuals, groups, staff and committees members.  

 

Personal competencies/qualities:  

9. Spiritual awareness: reflects on one’s own life, expressions of spirituality and interacts 

comfortably with people of all faiths. 

10. Culture & diversity: holds comprehensive awareness of the issues related to inclusion and 

fairness. Understands diversity in culture (CALD), abilities, age, gender (LGBTI) and the 

benefits of diverse communities, including faith based gatherings and workplaces. 
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Appreciates the importance of our first peoples and the church’s commitment to seeking 

compassion and justice for all.  

Other requirements 

Applicants will be required to obtain a Working with Children’s Check, and their employment will be 

subject to satisfactory completion of a National Criminal History Check.  

Flexibility is required in terms of working hours and working ‘on call’ will be necessary, the site 

operates on a 7 day rotating roster around bookings and group needs. The position will also 

require work at other sites, especially those in Halls Gap. 

Applicants must be willing to work within the UCA’s workplace ethos and values (see below). They 

must support the directions outlined in the Synod’s document ‘Our Vision Statement, Mission 

Principles, Statements of Intent, Strategic Priorities and Areas of Focus’.  

Key accountabilities and activities 

Key 

Accountabilities 

Key Activities 

Deliver effective 

site management 

& administration 

Provide administration tasks including for example: 

 Attending to the daily communication (email, mail, telephone) 

 Receipting and banking monies 

 Invoicing groups  

 Administering the booking system 

 Preparing the required work plans and work flow management 
details 

 Assist in the preparation and serving of meals to visitor groups 

 Ensuring food preparation areas are cleaned according to the 
Site’s Food Safety Plan 

Coordinate domestic services and building maintenance, including for 
example: 

 Supervising the cleaning of all facilities at the conclusion of each 
visitor group in accordance with UC Camping operating 
procedures 

 Working on cleaning shifts on a regular basis to ensure standards 
are maintained. 

 Ordering and storage of cleaning requisites 

 Undertaking routine maintenance of the grounds, buildings and 
equipment and reporting any items that require outside assistance 

 Project managing minor capital site improvements  

Provide excellent customer service to employees, campers and external 
stakeholders:  

 Welcoming user groups and campers and providing assistance to 
make their experience a memorable one. 

 Effectively handling complaints 

 Being on call to meet campers needs or responding to an 
emergency, if necessary 

 Visiting school and other groups to conduct information meetings 
with parents, staff, leaders and students 

Manage risk and ensure accurate information, compliance measures and 

accreditation requirements are in place across all campsites and 

programs. 
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Ensure that site maintenance tasks are carried out in accordance with 
OH&S procedures. 

Developing and implementing clear long term and short plans in 

consultation with UC Camping Director. 

Be aware of Uniting Church policies and their relationship with Uniting 

Church Camping development and maintenance.   

Managing and 

developing activity 

programs 

Work with the Director, Compliance Manager, and other program 
employees to develop, plan, deliver and evaluate the outdoor programs. 

Lead activities when required and where appropriate. 

Ensure activity areas and equipment are clear, tidy and in good working 
condition. 

Training program staff to ensure compliance with UC Camping Activity 
Plans. 

Leading & 
managing others  

Ensure clearly defined goals are established, annual operational plans 
are in place and that position descriptions remain accurate.  

Coach and mentor others, role-model leadership attributes and the UCA 
ethos and values.  

Maintain clarity of purpose and lead others to speak with a common 
message as we prepare to work in fresh ways.  

Prioritise projects, and negotiate work areas with staff.  

Ensure co-ordination of work plans and projects. Monitor progress of the 
team’s work.  

Increase the Unit’s effectiveness by recruiting, inducting, training, 
coaching, counselling, and, communicating values, strategies, and 
objectives.   

Assign accountabilities, plan, and monitor performance in line with UCA 
performance review programs. 

Capacity to step into other senior Management positions to cover leave 
for short periods (1-4 weeks) 

Communicating 

effectively 

 

Confidently convey ideas and information in a clear and interesting way, 

understanding the target audience and the objectives of the 

communication, using audience feedback to refine communication and 

handle difficult and sensitive communications well. 

Write briefs, emails and reports using clear, concise and grammatically 

correct language. Edit written communications to ensure they contain the 

information necessary to achieve their purpose. 

Use multiple communications channels to tailor communication to 

relevant audiences. 

Ensuring 

accountable and 

sustainable 

financial 

management 

 

Ensure sites operate within budget and expenditure takes place within 

the delegation of the role and as approved by the Director.   

Prepare regular reports (and/or at the request of the Director and/or 

Executive Officer) that include quantitative data and measurable 

outcomes to demonstrate program and project achievements against 

financial considerations. 

Liaise with appropriate officers within Synod-based Operations to ensure 
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light and simple administrative and financial processes are practiced. 

Demonstrating 

team work 

Openly share insights and work well with UC Camping staff and 

managers. 

Participate in team meetings and conversations with peers in a way that 

encourages collaboration, connection and simpler systems.    

Remain open and flexible to new ideas and the sharing of resources to 

ensure the wisest use of the Church’s precious resources.  

Demonstrate enthusiasm for the strategic direction and the purpose and 

goals of the unit.   

Reflect the Vision and Mission Principles and Statements of Intent in 

team decision making.  

Maintain effective and respectful relationships.Resolve any conflict that 

may arise through effective reconciliation methods.  

Participate in team development activities and exercises to enhance own 

leadership and foster a culture of team work across the unit. 

Managing self Demonstrate a commitment to developing self, learning new skills and 
gaining new insights into own effectiveness.  

Ensure clearly defined goals are established, annual operational plans 
are in place and that team position descriptions remain accurate.  

Maintain clarity of purpose relevant to the team’s purpose and the unit as 
a whole. 

Prepare own work plan annually with agreed measurable outcomes.  

 

eLM aims 

With a theological foundation and working relationally across the life of the Synod, eLM aims to: 

 Provide a range of services to support ministers and lay leaders during their time of ministry 

within the life of the Church.  

 Serve the educative and formative needs of the Church for both lay and ordained ministry 

and leadership. 

 Undertake activities that support, promote and assist all aspects of the Synod’s life to speak 

deliberately to the strategic priorities and areas of focus as resolved by the Synod from time 

to time.  

 Inform and resource congregations through the administration of the Church’s grants 

program.  

 Support justice, advocacy and research to enable well-informed and effective contextual 

expressions of ministry and service in the world.  

 Proactively develop networks and building deep partnerships across the Synod based 

ministries and operations, together with all presbyteries and their congregations. 

 Maintain strong engaged relationships with the presbyteries through regionally based 

participation and support. 
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Workplace ethos and values 

As an employer, we express the ethos of Christianity to love one another, to live justly and to seek 

the reconciliation and renewal of all creation by respecting ourselves and all whom we serve and 

employ.  We strive to do so by: 

 Being inclusive 

 Acting and advocating for a just society  

 Working for peace and justice in the world 

 Having an openness to the wisdom of people of other faiths and views 

 Implementing environmentally sustainable practices 

Our workplace is one that values: 

Justice  

 Welcomes people speaking for themselves and on behalf of others 

 Hears all voices and contributions 

 Actively removes discrimination 

 

Inclusion   

 Actively fosters diversity and open communication  

 Welcomes different thoughts, ideas and contributions 

Compassion   

 Acknowledges and values the whole person 

 Seeks to be responsive to people’s needs 

Shared leadership 

 Works collaboratively 

 Shares knowledge 

 Uses consultative decision-making 

Respect  

 Values all people, roles and contributions 

 Creates an environment where we and our work flourish 

Integrity   

 Does the right thing for the right reasons 

 Acts ethically with appropriate accountability and transparency 

 Aligns policy and practice 

 Expects honesty from all staff, in their relationships with each other, their external 

partnerships and with society 

Wise stewardship   

 Makes responsible and sustainable use of resources 

 Ensures we have the skills to perform our jobs 

 Provides opportunity for professional development 

 Works collaboratively to utilise our strengths and diverse talents 

Innovation   

 Generates ideas and translates them into workplace improvements 

 Reflects on experience and is open to new ways of doing things 

 Values continuous improvement to our work practices and systems 

 

Strategic priorities & areas of focus 

Recognising the Church’s diverse ministry amongst all generations, and walking together as First 

and Second Peoples, the Synod has adopted a number of strategic priorities.  The strategic 

priorities of the Synod for the next 3 – 5 years are:  
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(i) ministries which foster diverse gathered communities of renewal, Christian practice and 

renewal;  

(ii) Culturally diverse mission and ministry; and  

(iii) Mission and ministry with children, youth, their families and young adults.  

These strategic priorities are to be informed by areas of focus, which are: 

1)  The identity of Jesus Christ and Christianity in a post-Christendom world;  

2)  Multi-cultural and multi-faith Australia and its relationship to its First Peoples;  

3)  Peace-making, power and powerlessness, being with and for the poor; and  

4)  Inter-faith and intercultural engagement, encounter and learning. 

Along with the Vision and Mission Principles the strategic priorities and areas of focus will provide 

shape and context to the work of the Synod at this time. 

 


