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	POSITION TITLE
	Program Manager – Families

	Programs / Services
	· Yeaca Dhargo Family Wellbeing (YDFW)
· Numula Domestic & Family Violence Safety Response Program
· Community Access

· Youth Service

· Other programs and services 

	Funding Period
	Various

	Position reports to
	Chief Executive Officer

	Direct reports
	· Team Leaders
(
Community Access Senior Support Worker
· Coordinators
(
Administration Officer
· Family Wellbeing Practitioners
(
Other positions as required


	Organisational Context

	Kurbingui Youth Development Limited (‘Kurbingui’ or the ‘organisation’) is a registered Not-For-Profit (NFP) Aboriginal community-based organisation and a Company Limited by Guarantee operating throughout the Greater Brisbane, South East and Moreton Bay regions. Kurbingui programs are funded by government and non-government grants as well as self-managed revenue services and activities. The organisation is governed by a Board of Directors elected and appointed from members of the community.
 
Kurbingui delivers a range of programs and services aimed at improving the lives of Aboriginal and Torres Strait Islander people. These programs and services contribute to the cultural, social, emotional and spiritual wellbeing of Aboriginal and Torres Strait Islander people with a strong focus on addressing isolation, social emotional wellbeing, poverty, discrimination, family issues and unemployment through the provision of case management, therapeutic support, outreach, community development, education, training, community events and activities.
 
Kurbingui partners with the three levels of government, other not-for-profit organisations, agencies, Elders and community members. Our staff members undertake their duties as a collaborative team working to the organisation’s policies, procedures, relevant legislation and professional practice standards. Our teams are flexible, multi-skilled and work effectively and sensitively with a diverse range of individuals, multi-disciplinary groups and community agencies to ensure high quality and culturally safe services to our community members.


	Primary Purpose of Position

	Purpose: The Program Manager position forms part of the senior management team providing support, guidance and supervision to both the team leader / coordinator group and frontline service staff. The position is closely aligned with the Chief Executive Officer and other Program Managers and assists internally and externally as required.

The position ensures that the programs adhere to the respective service agreements, best practice guidelines and evidence-based practices, as well as being aware of emerging state and federal service development requirements. The position actively participates across all program areas and is responsible for facilitating operational management of program services, developing integrated working partnerships; ensuring quality service delivery, maintenance of accreditation status including the National Quality Framework Standards (HSQF), quality management through International Organisation for Standardisation (ISO), risk management and ongoing development of services.

	Working Conditions

	The majority of the role is performed in the office, however, may be required to occasionally attend family homes and other agreed locations to cover absent staff or support complex cases; ensuring continuity of service provision. Subsequently, time may be spent in other offices with partner agencies to provide collaborative support as required. It is important to acknowledge that some situations may be, or have the potential to be, threatening or distressing. Kurbingui has policies and procedures in place including those that are specific to service delivery to ensure that the organisation provides a safe and healthy working environment for all staff.
The majority of the work is performed during regular business hours, but the role is also required to be on-call for emergencies, including evenings and weekends, as well as attend events, workshops and activities as organised from time to time. Administration and report-writing are also a core duty.


	Key Relationships

	Internal
	External

	· Board of Directors

· Leadership team members

· Line managers

· Program and Service team members

· Administration staff
	· Funding bodies

· Referral agencies

· Government agencies

· Non-Government Organisations (NGOs) including corporate service providers

· Consultants
· Suppliers

· Community service providers

· Current and previous clients of the organisation
· Elders groups

· Community members


	Delegation – Financial and Management

	Financial


	· Authority up to $500 for capital expenditure if it is in relation to approved activities or within the funding contract / agreement. Greater expenditure to be submitted to the Chief Executive Officer with justification of the expenditure.
· Authority up to $500 for revenue-related purposes if it is in relation to the approved activities or within the funding contract / agreement. Greater expenditure to be submitted to the Chief Executive Officer with justification of the expenditure.
· Authority to spend budgeted dollars for marketing and promotional purposes. Greater expenditure to be submitted to the Executive Office with justification of the expenditure.

	Management
	· Authorise program documentation in keeping within the signing authority as delegated by the Chief Executive Officer.
· Authorise recruitment and selection processes where it has been agreed an additional or replacement staff member is required.
· Undertake performance and professional reviews and appraisals with direct reports. Advise key outcomes to the Chief Executive Officer.
· Authorise annual and other leave of program staff ensuring appropriate resources are available and business and service requirements are met.


	Accountabilities

	· Meeting set KPIs and outcomes of all program and service contracts.
· Assist the Chief Executive Officer with submission of funding applications and reports.

· Assist the Chief Executive Officer to deliver and implement the strategic plan as applicable to portfolio.

· Assist the Chief Executive Officer with quality management systems and processes.

· Ensure the delivery of programs and services within portfolio responsibility are undertaken in accordance with operational guidelines, contractual obligations and legislation.

· Assist the Chief Executive Officer to monitor funding expenditure and budgets within portfolio responsibility.

· Assist the Chief Executive Officer in the development and implementation of the organisational marketing activities; ensuring marketing and promotion is undertaken appropriately, effectively and within budget.

· Ensuring recruitment and training of staff is undertaken within best practice, applicable legislation and budget.

· Work planning and performance management of staff.

· Health and safety of staff is maintained within applicable legislation and organisational guidelines.

· Maintain accurate financial records within portfolio responsibility.

· Assist the Chief Executive Officer to ensure that the IT systems are adequate for the programs within responsibility.

· Consult with the Chief Executive Officer on all non-routine decisions.


	Key Decision Making

	· Make decisions in relation to the day-to-day running of the portfolio.

· Work with the Chief Executive Officer to identify which organisations to build and/or maintain relationships with.

· Work with the Chief Executive Officer to identify marketing methods and advertising forums to use and promote the organisation.

· Emergency situations – determine when to act.

· Respond to Team Leader’s / Coordinator’s queries as their first point of call.


	Key Performance Indicators

	· Vision, mission and values

· Client service delivery
· Program Development

· Leadership and management

· Documentation, quality systems and continuous improvement

· Workplace health and safety

· Core competencies and behaviours


	Key Responsibilities and Duties

	Vision, Mission and Values
	· Undertake the duties and functions of the role within the cultural traditions, mission, ethos, and values of Kurbingui and Aboriginal and Torres Strait Islander culture.

· Contribute to the development of an organisational culture consistent with the philosophy and values of Kurbingui. 
· Actively support and model Kurbingui’s vision, purpose, values and behaviours.

	Program Development
	· Assist the Team Leaders and Coordinators with the development and implementation of a range of programs.

· Work collaboratively with Team Leaders and Coordinators to implement the objectives of their respective programs, services and responsibilities.

· Assist the Chief Executive Officer to establish, implement and review operational policies, procedures and guidelines.

· Ensure Key Performance Indicators of programs and services within portfolio are achieved.

· Assist in the development and maintenance of strategic partnerships and Memorandums of Understanding with relevant community organisations as required.

	Service Delivery
	· Meet, and strive to exceed, personal and program targets for Key Performance Indicators as set from time to time by Kurbingui and/or funding bodies in areas such as safety, efficiency and effectiveness, amongst others.

· Identify, implement and oversee data collection, quality control and reporting systems for all programs and services.
· Ensure programs and services provide ongoing culturally appropriate support to clients and community, as appropriate.
Family Wellbeing:

· Allocating cases to team members within set timeframes.

· Provide best practice and culturally appropriate support to staff and families with children at risk of entering the child protection or youth justice system. Ensure team members are modelling the same.

· Support management with the operational planning, implementation and management of the program.

· Adhere to the Connected Families framework, including the application of the QLD Child Protection Guide, Practice Framework & Common Assessment Tools, and oversee case decision-making. 

· Maintain high standards of practice consistent with legislative standards and Human Services Quality Framework (HSQF).

· Ensure that services are culturally safe and sensitive to diverse client groups.

· Ensure staff are managing cases from end-to-end with a focus on family-led decision-making processes and review / monitor as required.

· Consult with relevant case workers and support workers in relation to all relevant cases.

· Collect relevant data and report as required to meet Service Agreement standards.

· Manage relevant program resources, develop budgets and monitor expenditure in liaison with the line manager.

· Ensure confidentiality and privacy for clients and staff is maintained in accordance with legislation and organisational requirements.

· and effective services are provided to both internal and external stakeholders from culturally diverse backgrounds.

	Leadership
	· Lead, mentor, support, motivate and supervise staff and volunteers on a general and operational day-to-day basis, and role model Kurbingui’s values and frameworks.

· Perform day-to-day and formal evidenced-based supervision for direct and indirect reports and oversee case consultation progress for all direct and indirect reports, in line with organisational procedures. This includes offering external professional supervision as required.

· Conduct performance counselling, disciplinary processes in consultation with the line manager and human resource management in line with organisational procedures.

· Facilitate the professional development and performance appraisal of direct reports and oversee this process for all indirect reports in line with organisational procedures.

· Participate in the recruitment and selection processes for vacancies in line with organisational procedures.

· Facilitate effective induction processes, including probationary review process and training for all direct reports and participate in this process for all indirect reports as required, in line with organisational procedures.

· Ensure employees obtain and/or maintain all required personal history checks, an unrestricted Queensland Driver Licences, and other requirements (eg. First Aid, CPR) in line with organisational and legislative requirements.

· Conduct regular and productive staff meetings in line with organisational requirements.

	Management
	· Support Leadership Team and service staff to achieve high quality service provision.

· Perform all staff appraisals in conjunction with the Executive Officer annually.

· Ensure staff induction processes are undertaken for all new Kurbingui employees and volunteers.

· Conduct regular supervision of staff members
· Identify and oversee development of Leadership Team.

· Ensure ongoing professional development training opportunities are available for all staff.

· Develop a strong and supportive integrated culture of the organisation.

· Report on performance to the Executive Officer and the Board of Directors (monthly Board Reports).

	Administration
	· Ensure recording, maintenance and security of any information and correspondence that is generated and received.
· Collate and report statistics as required by funding bodies and KYD.

	Financial
	· Oversee and manage financial income and expenditure of the programs and services in conjunction with the Chief Executive Officer.

· Support the Executive Officer with developing annual budgets for programs and monitoring budget expenditure trends.

· Ensure that reporting requirements are completed accurately and within set timeframes.

· Manage petty cash disbursement in conjunction with the Chief Executive Officer.

	Business Development
	· Assist and support the Chief Executive Officer to develop, implement and oversee the organisational Business Development strategy.

· Conduct initial and ongoing business risk assessments within portfolio.

· Support the Chief Executive Officer to identify opportunities for new avenues of income or funding.

· Support the Chief Executive Officer to submit funding applications and reports accurately and within set timeframes.

· Establish and maintain partnerships with relevant business partners, including corporate and community services.

	Marketing And Promotion
	· Assist the Executive Officer to design, implement and review Kurbingui marketing and promotion strategy.

· Actively promote Kurbingui and its programs and services throughout the community.

· Support the Chief Executive Officer to conduct initial and ongoing marketing effectiveness and return on investment.

	Continuous Improvement
	· Assist the Chief Executive Officer to manage the review and development of the organisation’s operational systems and processes.

· Work in conjunction with the Chief Executive Officer to ensure the continual improvement and refinement of Kurbingui’s policies, procedures and documentation.

	Quality Assurance, Performance And Governance
	· Comply with Kurbingui’s policy and procedures.

· Perform duties in accordance with organisational requirements.

· Ensure documentation is captured / created, stored and archived in line with organisational and legislative requirements.

· Develop or assist in the development of systems to maintain data and statistics to inform service delivery and contribute to accountability for outcomes achieved, in consultation with the line manager.

· Develop processes to improve collaboration and streamline referrals.

· Assist with the release of personal, private or confidential information in line with relevant legislation and Acts in consultation with the line manager.

· Identify improvements to policy, procedures, work instructions, other organisational systems and the work environment; and participate in the consultation and/or development of same.
· Assist with the monitoring of compliance with policy, procedures, work instructions, and other organisational and legislative requirements.

· Work collaboratively with relevant stakeholders to prepare, undertake and maintain external licensing/accreditation requirements or other requests.

	Workplace Health And Safety (WHS)
	· Program Managers are responsible for maintaining a safe working environment.

· Provide advice and input into the development and implementation of WHS policies and procedures.

· Abide by and actively support Kurbingui’s WHS policies to ensure the safety and wellbeing of staff, clients, colleagues, contractors and visitors.

· Observe and demonstrate safe work practices at all times.

· Participate in the rehabilitation process if/when required; for self and of injured staff.

· Participate in WHS meetings as required.

· Report hazards, incidents and accidents.
· Use Personal Protective Equipment and clothing as provided and required.
· Be fully aware and participate in safety strategies, plans and expectations, and actively participate and contribute.

· Demonstrate duty of care.

	Organisational
	· Active consideration and management of relationships with partner agencies, including those providing external and specialist supervision, to ensure they participate in decision-making at all relevant points in accordance with Memoranda of Understanding or agreement.

· Regular travel across service catchment.

· Work with the Chief Executive Officer, Board of Directors and leadership team to implement strategic decisions.

· Develop and maintain strong links with Aboriginal and Torres Strait Islander community.

· Undertake continuing professional development. 

· Abide by the policies and procedures of Kurbingui; which may be amended from time to time.

· Actively promote Kurbingui and its services within the local and wider community. 

· Support the Chief Executive Officer to keep abreast of operational, financial or administrative developments which may impact the organisation.

· Represent Kurbingui at meetings as required and/or as requested by the Chief Executive Officer.

· Represent and promote Kurbingui at speaking engagements with funding body and/or service organisations as required.
· Attend meetings, conferences, workshops and seminars as required.

· Adhere to Kurbingui’s policies, procedures and guidelines.

· Undertake project work and other duties as directed by the Chief Executive Officer. 


	Qualifications

	· Qualifications and/or equal professional experience in Psychology, Social Work, Health, Social Sciences, Early Childhood, Family and Children’s Support, Early Childhood, Community Development, Youth Work and Community Services; with a focus on child protection.

· First Aid and CPR

· Current Drivers Licence (QLD)

· Possession of, or ability to obtain, a ‘Positive Notice’ Blue card


	Skills and Experience

	Essential
	· Experience in managing funded program services including budget / financial management.

· Extensive experience in conducting safety and risk assessments, family support and intervention services; focusing on neglect and domestic violence.

· Demonstrated experience and understanding of the overall issues and needs facing Aboriginal and Torres Strait Islander families and individuals in a contemporary society within local communities.

· Demonstrated experience working with families, children and young people experiencing issues related to Aboriginal and Torres Strait Islander domestic and family violence.

· Demonstrated high level understanding of child protection in Queensland. 

· Extensive experience in staff management.

· Experience in quality and risk management systems and reporting.

· Understanding of and ability to develop evidence-based research and reporting.
· Effective communication skills – written, verbal and interpersonal, report-writing.
· Demonstrated core competencies, attributes and capabilities as listed.

	Desirable
	· Experience in collaborative program and service delivery with the Government and Non- Stakeholders including Partner Agencies and community.
· Understanding of the Youth Justice system in Queensland.


	Key Selection Criteria

	1
	Solid knowledge and understanding of Aboriginal and Torres Strait Islander societies and their cultures, and a general understanding of the issues that are affecting Aboriginal and Torres Strait Islander people in contemporary Australian society.

	2
	Highly developed interpersonal, written, and verbal communication, consultation, negotiation and liaison skills (especially in relation to Indigenous families and communities) including the ability to communicate sensitively and effectively with Aboriginal and Torres Strait Islander people.

	3
	Demonstrated experience in working effectively with families, children and external sources/agencies.

	4
	(a) Demonstrated management and/or team leader / supervision skills.

(b) Demonstrated experience in the professional supervision of team members involving critical reflection, to enhance both their practice skills and professional knowledge-base.

(c) Demonstrated ability to work effectively as part of a team in the delivery and support of early intervention.

	5
	High level understanding of child protection and youth justice systems in Queensland including the significance of the Aboriginal and Torres Strait Islander child placement principles, frameworks and relevant legislation.

	6
	Demonstrated time management skills, with ability to balance and prioritise various client engagement, staff management, staff supervision and administrative and reporting requirements including use of various databases.

	7
	Willing and able to work within a culturally competent context and Kurbingui Youth Development’s mission, vision and values.


	Competencies: These are Kurbingui’s core competencies.


	1
	Working with others
	10
	Developing professionally

	2
	Assessing strengths and needs
	11
	Leadership – Strategic orientation

	3
	Planning services
	12
	Leadership – Effective communication

	4
	Providing services
	13
	Leadership – Building organisational community

	5
	Linking to resources
	14
	Leadership – Accountability

	6
	Advocating
	15
	Leadership – Innovation

	7
	Individualising services
	16
	Management – Planning and risk management

	8
	Documenting
	17
	Management – Performance management

	9
	Behaving professionally and ethically
	18
	Leadership – Process management


	Behaviours: These are the behaviours we expect all staff to display in the workplace.

	Respect
	· Interact respectfully with any client, child and family, service and other key stakeholders. Be culturally appropriate.

	Integrity
	· Maintain the integrity of self, Kurbingui, any client, child and family and other service whilst providing support.

	Achievement orientation
	· Indicate, through actions and decisions, a sense of importance to get the job done. Focus on the most important things, take action to overcome obstacles and seek solutions.

	Client service
	· Make clients a primary focus of actions and decisions. Identify and meet clients’ needs.

	Accountability
	· Commit to and take ownership of obligations and achievement of outcomes.

	Teamwork
	· Interact effectively with other people both on a one-to-one basis and in groups. Understand and respond to the needs of a client. Work effectively as a member of a team to achieve a shared goal.

	Initiative
	· Use skills and knowledge to take action to resolve a situation, solve a problem or improve a process. Be a self-starter.

	Communication
	· Have the capacity to communicate effectively with others using a range of spoken, written, graphic, or other non-verbal means of expression.

	Learning orientation
	· Have concern for quality and improvement. Support own learning and skill development.


	Leadership and Management Behaviours:
Additionally, these are the behaviours we expect all leaders / managers to display in the workplace:

	Leadership
	· Creates a clear view of the future direction, influences movement, facilitates and participates in taking action toward the vision.

	Strategic vision
	· Establishes a vision and direction for the future of the business, function or department.

	Executive maturity
	· Displays control in complex, ambiguous or stressful situations.

	Influence and impact
	· Uses appropriate interpersonal styles and methods to inspire and guide individuals toward goal achievement; modifies behaviour to accommodate tasks, situations and individuals involved.

	Managing complexity
	· Disassembles complex business problems into simpler, manageable solutions.

	Coaching and development
	· Uses appropriate methods and interpersonal styles to develop, motivate and coach the team towards the successful achievement of company and department goals / objectives, modifies behaviours according to tasks and employees.


EMPLOYEE ACKNOWLEDGEMENT:

I acknowledge that I have read and agree with the position description provided, and will adhere to the tasks and performance expectations therein.

	Signed:
	

	Name (please print):
	

	Date:
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