
Application Package 

Position Title Program Manager Location Kalgoorlie 

Reporting to Executive Manager Status Full Time / Permanent 

Program 7 programs including 
FDV, Youth, Family 
Law 

Salary PM Level 1 
including zone 
allowance 
$112,365 p.a 
plus super  

Date: Closes 19 September  – shortlisting ASAP 

Comments: Please note all applications must address, satisfy and submit the selection criteria 
to be considered 

Tradition Purpose and Values 

Our Tradition 

Centrecare is founded on the Church’s holistic vision for community. Our inspiration is drawn from the 
Christian message of love, hope and justice. We are encouraged by those individuals, irrespective of 
race or belief, who seek to create a society that transcends, dignifies and unites all people. 

Our Purpose 

To provide people and communities with professional social services that enhance wellbeing and that 
are inspired by compassion and recognition for human dignity and worth. 

Our Values 

Respect - Recognition of the intrinsic worth of all human beings and the importance of sustaining 
their dignity and valuing their views. 

Excellence - A commitment to the continued improvement of our skills and to the highest standards 
in service delivery. 

Celebration - Celebrating the beauty of life, friendship and the resilience and achievements of the 
human spirit. 

Compassion - An open hearted and thoughtful response to the experiences of the people we serve 
and those we work with. 

Acceptance - Welcoming people in all their diversity in a manner that diminishes anxieties, enhances 
self-worth, communicates goodwill and leads to reconciliation. 

Professionalism - Delivering services and treating others in a non-judgmental, caring and highly 
proficient manner. 

Centrecare is "People Making Time for People". 
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Selection Criteria 

 
ESSENTIAL CRITERIA TO BE ADDRESSED 
 

1. Possession of a degree in Psychology, Social Work or Social Sciences and membership of (or 
eligibility for membership of) the relevant professional association. 
 

2. Possession of a ‘C’ class driver’s licence. 
 

3. National Police Clearance. 
An offer of employment will only be made to prospective applicants who are in possession of a 
current National Police Clearance. 

 
MINIMAL CRITERIA  TO BE ADDRESSED 
 

1. Senior Management experience in the Community Services sector or similar. 
 

2. Ability and willingness to work within the agency’s purpose and values and develop the agency 
ethos. 

 
3. Theoretical and practical knowledge of counselling approaches and theoretical frameworks. 

 
4. Demonstrated commitment to professional learning and development and ability to provide high 

quality supervision, support and leadership ability and willingness to work effectively in a team 
setting within an agency with diverse programs. 

5. Ability to liaise, consult, negotiate and cooperate with community groups, services and agencies in 
the provision of the service. 

6. Demonstrated experience leading a team of professionals. 

 
7. Highly developed interpersonal and communication skills, written and verbal, for working with 

Government Departments, a broad based network of service providers and a culturally diverse 
clientele. 

 
8. Knowledge of the region, local needs and its support structures. 

 
 
 
 
 
 
 
 

 
 
 
 



Application Package 

 

POSITION TITLE:      Program Manager  
 
STATUS:                     Full Time 
 
REPORTS TO:            Executive Manager 
 
1. OVERALL PURPOSE 

1.1. Coordinate, manage and oversee the operational day to day running of the branch.  Be accountable 
for the overall performance, reputation and development of Centrecare’s activities and workforce for 
the branch. 

1.2. To drive, support and work within Centrecare’s Therapeutic Framework to ensure consistency in 
program design, program application (integrity), service delivery, and outcome measurement. 

 
2. SPECIFIC RESPONSIBILITIES 

2.1. Ensure integration of services and resources. 
2.2. Ensure that the Executive Manager is kept informed and where necessary provided with an early 

warning of any potential issues or concerns. 
2.3. Ensure the integrity of systems, processes and procedures across operations. 
2.4. Oversee the day to day operations of and associated programs. 
 

3. SERVICE DELIVERY 
3.1. Accountable for quality outcomes for clients and staff at program and service level. 
3.2. Ensure all necessary reports to funding bodies and other stakeholders are provided in a timely 

manner. 
3.3. Ensure day to day liaison with project stakeholders for reporting and compliance.  
3.4. Ensure that programs are delivered in accordance with contractual agreements and in accordance 

with relevant professional ethics and agency policies. 
3.5. Ensure that programs are delivered in accordance with contractual agreements. 
3.6. Ensure that programs are delivered within budgetary limits. 
3.7. Ensure that relevant staff members maintain appropriate client records and data on services and 

that regular evaluation of client needs and service delivery occurs. 
3.8. Ensure that staff members provide high quality services in accordance with the agency’s purpose 

and values. 
3.9. Meet key performance indicators as specified in funding agreement. 
3.10. Plan the development of programs and activities within the context of the annual business planning 

disciplines to align with Centrecare’s vision.  
3.11. Prepare funding applications, tenders and funding evaluations. 

 
4. HUMAN RESOURCE MANAGEMENT 

4.1. Actively participate in performance management of staff including regular informal feedback in 
relation to performance, conduct of annual performance reviews and implementation of actions in 
accordance with Agency procedures where required. 

4.2. Authorise timesheets, allowances and leave applications in accordance with Agency policy and 
procedures. 
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4.3. Contribute to and be part of the organisational culture, where team work, co-operation, client service, 
quality, safety, confidentiality, creativity and a positive work environment are the focus. 

4.4. Develop and facilitate staff training packages as necessary. 
4.5. Ensure that Carer’s are provided with regular high quality supervision. 
4.6. Ensure that clinical staff are provided with regular, high quality clinical supervision. 
4.7. Identify staffing needs ensuring staffing levels are adequate for service delivery and assist to recruit 

and select staff in accordance with Agency policy and procedures. 
4.8. Initiate and coordinate regular team meetings and ensure whole of business communication of 

Centrecare‘s vision and achievements. 
4.9. Inspire and support staff in the delivery of services. 
4.10. Manage all activities of the staff and ensure their conduct is consistent with Centrecare’s purpose, 

aims and values and complies with legislative, standard and funding body requirements. 
4.11. Participate in your own performance management with the Executive Manager. 
4.12. Provide day to day supervision to Team Leaders and support to team members. 
4.13. Provide ongoing leadership, support, regular management supervision and team building initiatives 

to staff, on site and in outreach areas. 
4.14. Research, develop and implement change management as required. 

 
5. FINANCIAL 

5.1. Assist the Executive Manager in the development of annual program budgets and annual business 
plan. 

5.2. Ensure the program staff comply with Agency Financial policies and procedures including banking, 
petty cash, expense claims and purchases. 

5.3. Liaise with Centrecare Finance & Admin Staff to ensure appropriate records are kept regarding monies 
received and invoices sent relating to the program. 

5.4. Make recommendations to the Executive Manager regarding any extra budgetary purchases, or 
ordering of any item exceeding the designated amount, necessary for the improvement and smooth 
running of the office. 

5.5. Oversee and be accountable for the daily income and expenditure for the branch. 
5.6. Review, assess and approve purchases up to the designated limit and within the program budget. 

 
6. PROFESSIONAL DEVELOPMENT 

6.1. Continuously update knowledge of community resources. 
6.2. Keeping abreast of changing requirements, current professional approaches and best practice 

models, and changing community needs. 
6.3. Participate in professional development both internally and externally. 
6.4. Read appropriate professional literature, including journals and books. 

 
7. GENERIC RESPONSIBILITIES 

7.1. Abide by relevant professional ethics and agency policies and procedures. 
7.2. Attend agency staff meetings, team meetings and other meetings as required. 
7.3. Ensure appropriate dress at all times in accordance with the requirements of the Centrecare Dress 

Code Guidelines. 
7.4. Ensure that conduct is at all times professional in manner and in accordance with agency 

expectations. 
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7.5. Ensure the efficient use and maintenance of materials and equipment. 
7.6. Comply with Agency Health, Safety and Environmental procedures, such as ensuring the 

establishment and maintenance of a healthy and safe work environment that protects personnel, 
clients, facilities, equipment, visitors and the environment.  

7.7. Contribute to and be part of the organisational culture, where team work, cooperation, client 
service, quality, safety, confidentiality and a positive work environment are the focus. 

7.8. Maintain a high level of skill in Microsoft Office and/or other similar computer packages relevant to 
the position. 

7.9. Demonstrate through practical application, sensitivity to and awareness of cultural diversity. 
7.10. Maintain all professional accreditations, police clearances, Working with Children Check, licenses 

and refresher courses as per program/agency requirements. 
7.11. Participate in professional development both internally and externally. 
7.12. Report any problems, suggestions. 
7.13. Respond to, action and record any complaints. 
7.14. To maximise the safety and wellbeing of children. 
7.15. Any other duties as directed by the Manager. 

 
 
8. COMPETENCIES 

8.1. Ability to build, maintain and lead a team. 
8.2. Ability to manage conflict. 
8.3. Ability to provide a quality service. 
8.4. Ability to work under pressure and meet deadlines. 
8.5. Ability to work under pressure and meet deadlines. 
8.6. Decisiveness. 
8.7.  Demonstrated ability to build effective relationships with stakeholders and service providers. 
8.8. Displays a commitment to provide ‘value adding’ services. 
8.9. Displays an ability to stay calm in stressful situations. 
8.10. High attention to detail. 
8.11. High level communicational skills – written and verbal. 
8.12. High level operational and developmental skills. 
8.13. Highly developed organisational and time management skills. 
8.14. Initiative / Self motivational. 
8.15. Initiative. 
8.16. Problem solving skills. 
8.17. Service and Project Management skills. 
8.18. Shares knowledge and skills with others to achieve outcomes. 
8.19. Solution focused approach to problem solving. 
8.20. Understands and learns from what others say. 
8.21. Understands legislation, regulations and external standards that apply to relevant work practices. 

 

 

 



 

 
 
 
 
 
 
 
 
 
 

 
 

  
OUR CULTURE 
Our values of Respect, Excellence, Celebration, 
Compassion, Acceptance and Professionalism 
underpin our work and we provide a family friendly, 
respectful and kind workplace. 

 
RECOGNITION AWARD PROGRAM 
We reward and recognise those who consistently 
display our values and demonstrate a high level of 
commitment to the organisation. 

 
OUR PURPOSE 
Our aim is to strengthen people and communities 
through the provision of professional services, 
inspired by compassion and recognition for human 
dignity. 

QUALITY ASSURED ISO 9001:2015 
We are committed to providing a high quality service 
and place of business to our clients, funding bodies 
and employees. 

 

LEARNING AND DEVELOPMENT 
We want you to be the best you can be, so you 
will have access to training and professional 
development to improve your skills with a 
budgeted amount annually available for each 
employee. 

 
CLINICAL SUPERVISION 
We are invested in best practice and provide 
Clinical Supervision for all clinical staff. 

 
REGIONAL TRAVEL 
Some of our clinical roles provide opportunity to 
travel to remote areas of WA. 

 

Working for Centrecare is more than just a job; 
it’s about providing people and communities with 
professional social services that enhance wellbeing. 

SALARIES 
We pay under the Social, Community, Home Care 
and Disability Services Industry Award 2010 for the 
majority of our positions. 

 
SALARY PACKAGING 
We provide competitive salaries and you will be able 
to salary package a maximum of $15,900 from your 
gross salary each Fringe Benefit Tax (FBT) year. 

 
SPECIAL LEAVE 
You will receive one week of additional paid leave if 
you are a full time employee and a pro-rata amount 
if you are part time. 
In addition, twelve weeks paid Maternity Leave is 
provided. (conditions apply) 

Study Leave of five hours per week is available after 
two years of service. 

 
DEFERRED SALARY SCHEME 
Enter into a purchased leave arrangement whereby 
you can salary sacrifice 20% of your annual salary for 
four years and have the fifth year off while being paid. 
(the fifth year is paid from the accrued sacrificed salary) 

 

WORK-LIFE BALANCE 
We offer full time, part time and casual work while 
promoting a work-life balance. 

 
EMPLOYEE ASSISTANCE PROGRAM 
We care about you as a person. Additional support 
is available via a confidential external counselling 
service for you and your immediate family. 

 
SOCIAL EVENTS 
We love to celebrate and have an active social club, 
whole of agency Christmas party, recognition of 
long-term staff, annual away day and much more. 

 
HEALTH COVER & BENEFITS 
You will have access to corporate health cover 
provided by Bupa or Medibank private. 
In addition there is access to discounts through 
Your Salary Benefits, FCM Travel and Good Guys. 

"People Making Time for People" 

  

 

 

Employee 
Benefits 

Our 
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