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Key Position Information 

Job Title 

Short Term Disability Accommodation Manager 
Position Reports To:  

Disability Services Manager 
Team Name 

Disability Services  
Manager’s Name 

 
Division: 

Operations 
Location: 

The Coppel & Piekarski Family Disability Respite 
Centre 

Incumbent 

 
Job Description 

 New          Updated 
Date Updated 
28 January 2021 

 

Dimensions 
Direct Reports 

 
3 

Indirect Reports 

 
15+ 

Budget Financial 
Responsibility 

$TBA 

Delegated Financial 
Authority 

$TBA 

Role Balance  
People – percentage of time getting 
things done through others 
30% 

Scheduling – percentage of time 
planning, coordinating 
40% 

Technical – percentage of time delivering 

based on knowledge and skills 

30% 

Key Result Area 
(KRA) 

Key Accountabilities and Responsibilities  
Accountable = “The buck stops here”       Responsible = “The doer” 

Jewish Care Values   Acts consistently in accordance with Jewish Care values, challenge practices 
inconsistent with these values and uses values as a basis for managing relationships 
and decision making. 

 

Primary Purpose of Job  

Provide leadership and management in the delivery of high quality and contemporary facility or community 

based day and overnight support and life skills development services to people with disability according to 

principles of the Active Service Model, relevant legislation and good practice guidelines. 

Manage the service provision and supervision of staff which may include occasional direct client contact and 

service provision as well as varied contact time to ensure ability to lead services throughout the support cycle. 

Working in conjunction with other members of the Disability Services Team to ensure smooth transition of 

referrals through to active clients and ensuring the efficient and client lead running of day to day operations 

including; bookings and rosters, managing staff and care models and liaison with clients and Carers to deliver 

great services. 

Lead on the development of the business and operations at The Coppel & Piekarski Family Disability Respite 

Centre (DRC). This includes promoting and marketing the service to ensure organisational targets for; 

occupancy, satisfaction and client outcomes are met, as well as, participating in the development and 

promotion of community based activities and services at the DRC. This includes positioning the DRC for urgent 

respite needs, the NDIS environment and the ability to engage with the broader population to drive life skill 

development and short term accommodation. 
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Program 
Management 

 Ensure efficient and effective respite program operations, according to principles of 
relevant legislation, funding target achievement/reporting and good practice 
guidelines 

 Manage the client booking and intake process to ensure efficiency, equity,  and 
customer satisfaction leading to utilisation and referral 

 Maintain staff rosters to meet program needs with matching of staff competencies to 
client need 

 Implement and consolidate a new program model and training/supervision schedule 
to deliver on this 

 Implement and facilitate a marketing strategy to promote new growth for the program 
across internal and external stakeholders 

 Other duties and projects as directed by the relevant manager 

Strategic Planning  Maintain and adjust the annual workforce resource plans as frequently as required 
reporting changes to management  

 Operate the existing services at the optimal level whilst working towards adapting and 
growing the services 

 Lead on the development of business and general operations growth, in line with 
organisation targets 

 Prepare and orient the service to NDIS environment. This includes but is not limited to 
the development of programs that can be delivered within the DRC to garner client 
engagement in the NDIS environment  

Financial 
Management 

 Monitor and manage the budget and program performance to ensure the efficient 
management of resources  

 Administer, monitor and maintain financial records and other required 
documentation  

 Ensure reports for funding bodies and Jewish Care are completed in a timely manner 

Stakeholder 
Management 

 Ensure our client experience is simple, timely, appropriate and positive 

 Provide primary liaison to clients, Carers and other stakeholders to ensure smooth and 
satisfactory service delivery 

 Ensure service delivery complies with the principles of Choice, Accessibility, 
Partnership, Independence, Evidence-based, Advocacy and Diversity 

Staff Management  Co-ordinate the selection, recruitment, orientation of staff to meet service delivery 
targets  

 Provide consistent effective leadership and development of staff to ensure the 
program meets client needs and where this does not occur rigorous performance 
management is enacted and followed through to improve outcomes 

 Provide ongoing supervision and support to team ensuring ability to provide such 
supervision across the life cycle of a respite stay. For example occasional morning, 
evening or weekend attendance and participation in activities  

 Ensure participation and compliance with Jewish Care performance development 
review processes and schedules  

 Promote and monitor continuing professional development of staff by providing 
access to staff development programs  

 Take responsibility for self-development by actively gaining knowledge relevant to 
contemporary disability research and practice 

Client Support  Ensure effective management of client intake, service planning and provision, and 
discharge processes as per program guidelines 

 Lead on initiatives to ensure service is adaptable to meet changing clients’ needs 
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Quality Services  Embed the Person Centred Active Support Model approach across the program  

 Ensure policies, procedures and guidelines are developed and maintained to support 
the delivery of quality services and are compliant with all governance and statutory 
requirements  

 Initiate and drive a continuous improvement environment for staff and clients  

 Develop innovative solutions and services and/or activities to meet client needs and 
interests  

 Implement the development, continuous monitoring and review of care and behaviour 
support plans to ensure delivery of relevant quality services to our clients 

 Respond to and manage complaints and customer feedback in a timely and 
appropriate manner ensuring that lessons learned are fed back into a culture of 
continuous improvement  

Policy, compliance 
& ethical standards  

 Contribution to the development, implementation and monitoring of internal policies, 
guidelines, procedures and processes which provide an effective, consistent and 
timely delivery of services 

 Undertake regular monitoring and maintenance of service provision data including 
client, household and organisational records in accordance with all Jewish Care 
policies, funding agreements, legal and statutory requirements  

 Lead by example in the development of efficient, effective and responsible client-
focussed functions  

 Actively participate in Jewish Care’s internal staff and client feedback process via 
completing RiskMan entries for compliments, complaints, incidents and hazards 

Corporate Accountabilities and Responsibilities 
Team Member  
 
 

 Perform work safely and complete tasks on time, on budget  and in accordance with 
expectations  

 Concentrate and collaborate 

 Question, debate review with leader and peers 

 Develop career goals and initiate career conversations with next up manager 

OH&S 
 

 Be pro-active in caring for the health and safety of all people within our work 
environment 

 Ensure all appropriate actions are taken to implement JCV OH&S policies, 
procedures, training, and legislative requirements 

 Demonstrate initiative in implementing actions that facilitate the continuous 
improvement of OH&S within JCV 

Key Relationships 
Internal 
 
 

 Practice Leader 

 Disability Program Manager team  

 Rostering functions 

 Disability Services Manager 

 Individual and Family Support Team 

External 
 
 
 

 Department of Health and Human Services 

 NDIA and related bodies 

 Alfred Health Services, Moira and other related referral services 

 The client’s families and other stakeholders involved in their plan 

 External agencies involved in the provision of clients support 

 Others as required in the general provision of support for the clients 

Values 
 

Chessed: Kindness Kindness is a concern for others. By focusing our efforts in practical ways that really make 
a difference, we take kindness to the highest level and help others to help themselves. 

Mishpacha: Family  Family is about all-inclusive, unconditional belonging. We are a diverse community; 
young and old, affluent and disadvantaged, Australian-born and migrant, observant and 



Employee Position Description   

 

 Page 4 

secular.  Despite these differences, we are all members of the one family.  We all matter, 
and we all belong. 

Derech Eretz: 
Respect 

Respect is the foundation of all human relationships. There is something special about 
each and every one of us, regardless of age, ability, status or background. Derech eretz  
acknowledges that specialness in everyone. 

Tzedakah: Charity Charity from the Hebrew, meaning justice, tzedakah is about making the world a better 
place. While often financial in nature, tzedakah is also about sharing what you have with 
others, be it your time, skills, experience or unique qualities. The reward is in the giving. 

 

Role Required Capabilities 
Skills 
(the technical skills to do 
the job at a high level of 
accomplishment) 

Essential: 

 Strong organisational and analytical skills 

 Proven financial and resource management skills 

 Proven capability to lead a team through transition of model of care changes 

 Ability to prioritise workload and allocate resources effectively 

 Strong Business acumen with a focus on business growth and development 

 Proven customer service skills 

 Ability to work collaboratively and efficiently as part of a team 

 Ability to work productively in a complex and dynamic service delivery 
environment 

 High level interpersonal, communication and leadership skills including 
experience in collaborating and negotiating with a wide range of stakeholders 

 Demonstrates initiative, flexibility and capacity to work autonomously, with an 
eye for opportunities and a focus on results 

 Conflict management and negotiation capability 

 Proven proficiency in the use and application of Word, Excel and PowerPoint and 
CRM and CSM databases.  

Knowledge & 
Qualifications 
(the specific qualifications 
required and  knowledge 
fields are ideally required 
of the incumbent) 

Essential: 

 Well-developed understanding  of person centred planning and person centred 
approaches 

 Demonstrated knowledge of best practice and quality standards within the 
disability service sector  

 A thorough knowledge of relevant legislation, Government policy directions, 
modern trends in service provision and the implications for service delivery  

 Applied knowledge of funding and legislative requirements relevant to the 
provision of services, e.g. Disability Services Policy & Funding Plans, State 
Disability Plan, etc 

 Tertiary qualification in a relevant discipline, including that which qualifies under 
the NDIS to be authorised as a Behaviour Support Practitioner.   

 Knowledge of budgeting principles and the application of those principles 
 

Desirable: 

 Knowledge of the principles of project management  
 Understanding of (or willingness to learn) the specific requirements of the 

needs of Jewish clients 
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Experience  
(the scope of work 
experiences the incumbent 
ideally should have gained - 
including environment, 
timeframe and context) 

Essential: 

 Demonstrated experience in coordinating a disability / short term 
accommodation program including an understanding of the disability sector  

 Demonstrated experience in managing a team effectively to deliver outcomes  

 Experience in quality management, compliance and reporting 

 Experience in managing finances within the parameters of guidelines 

 Demonstrated commitment to on-going professional development and learning 
for team members and self 

 
Desirable: 

 Demonstrated experience in rostering and scheduling  

 Demonstrated experience of invoicing and general financial 
management processes and systems 

Wisdom 
(the sensitive tasks that 
require good judgement) 

 

 Gets involved – shows interest and support for organisational initiatives – rolls 
up sleeves if a crisis looms 

 Willingness to have and express an opinion – thinks and acts positively – offers 
solutions that lead to improvements – generates ideas – is passionate 

 Cooperation when working with others – shares credit with the team – values 
people on the team – actively listens 

 Keeps up to date (technology, trends) and is aware of the operating 
environment drivers – understands what is happening in the world and how that 
may be affecting the organisation 

 Is responsible for own growth – takes the initiative – takes the opportunity to be 
exposed to new people and ideas – reads widely – seeks feedback – takes on 
challenges that will spur growth 

 Has an impact – is reliable – sees things through – takes the initiative to start 
something - does what others won’t do 

Valuing 
(the type of work someone 
undertaking this role would 
need to value) 

 All Jewish Care employees will incorporate the Active Service (ASM) model 
approach of care to all clients/residents to continually encourage them to be 
more independent at home, in residential care and in the community, 
enhancing their quality of life 

 Demonstrates and upholds the Jewish Care Values, Vision and Mission at all 
times 

Pre-Requisites  Australian Police Check 

 International Police Check where relevant 

 Working with Children Check 

 DWES Check 

 Ability to provide contact/supervision throughout respite cycle to ensure quality 
of services and direct stakeholder engagement  

 Ability to participate in the Disability Services on-call cycle 

 Commitment to providing professional and safe services to all residents and 
clients, including children and young people 

 Commitment to creating an environment that ensures our clients are safe and 
free of abuse, neglect, violence and preventable injury 

 Unrestricted right to work in Australia (Visa evidence required) 

 Valid Australian Driver’s Licence and access to vehicle 
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Employee Acknowledgement 
 
Please sign and date to acknowledge you have read and understood this position description. 

Name:      

Signature: 

Date: 

A signed copy of the position description must be returned to:  
People & Culture at 619 St Kilda Road, Melbourne VIC 3004 or P&C@jewishcare.org.au 

 
 

Jewish Care proudly celebrates and warmly welcomes the rich diversity of our community and strives 
to be inclusive for all, including the LGBTI+ community. 

 
Jewish Care acknowledges Aboriginal and Torres Strait Islanders as the Traditional Custodians of the 

land on which we live and work. Our services and supports are provided on the lands of the 
Wurundjeri and Boonwurrung people, and we deeply respect and honour their ongoing cultural and spiritual 

connection to land, waters and community. 
 

mailto:P&C@jewishcare.org.au
https://www.jewishcare.org.au/page/about/diversity-and-inclusion

