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J O B  D E S C R I P T I O N  

 

 
Relationships Australia Canberra and Region (RACR) honours Australia’s First Peoples.  RACR expects every 
member of staff to work towards their own cultural awareness and fitness and participate in cultural training 
and discussions during the course of their work. 

Roles and responsibilities 

The focus of this role manages headspace services in Batemans Bay and outreach locations in Ulladulla 
and Moruya, consistent with best practice guidelines and as articulated in the schedule called headspace 
Batemans Bay and associated documents. 

The Centre Manager: 

• leads a multidisciplinary team of GPs, mental health practitioners, allied health workers, 
administrative employees and consortium partners, who provide services for young people aged 12-
25 years and ensures efficient, effective, safe and high-quality client management and clinical 
service delivery consistent with best practice guidelines 

• ensures all aspects of the headspace centre service model are implemented and maintained, which 
includes the core components of primary health, mental health, alcohol and other drugs, and social 
inclusion/education/training, focusing on the Family and Friends aspect of the model and the key 
enabling components 

• oversees compliance with any statutory and Medicare requirements 

• actively progresses the growth and development of services in line with strategic and business 
plans, and client demand 

• leads the development, implementation, monitoring and evaluation of strategies and processes to 
improve system integration and co-ordination between relevant services 

• convenes various committees associated with the headspace program, organises and participates in 
committee meetings, including preparing meeting agendas, papers and correspondence, taking 
and/or reviewing minutes of meetings 

• recruits and orientates new employees and private practitioners and GPs and supports operation 
and communication between private practitioners, clinical and administrative staff 

Position Title: Manager – headspace Batemans Bay 

Position Type: Full time fixed term contract 

Location Batemans Bay, NSW  

Reporting Relationship: Director of Operations  

Position Classification: The position is classified at Band F in accordance with the RACR Enterprise 
Agreement 

Remuneration: $100,562.29 – 106,047.16 plus superannuation for the full-time role and PBI 
benefits  

Reviewed: 1 November 2021 
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• works collaboratively with private practitioners to ensure that any difficulties are identified, and 
problems resolved to ensure the long-term satisfaction of private practitioners 

•  provides regular operational supervision and performance reviews, ensuring compliance with 
policies and procedures and support the professional development of employees in consultation 
with the Clinical Lead and the Executive Advisor - Practice Leadership 

• contributes to budget development and monitoring program performance against budget 

• ensures the program is delivered within program logic, practice principles and standards outlined in 
the practice framework and budgetary parameters the effective delivery of headspace services and 
complies with funding and service agreements, including for services delivered at the main centre at 
Batemans Bay, mobile office and outreach locations 

• recruits and facilitates the mentoring and training of young people involved in the Youth Reference 
Group and collaborates with young people, including the Youth Reference Group, to design and 
deliver innovative ways of working with young people to strengthen their mental health and 
wellbeing 

• with the support of the Governance team, manages reporting responsibilities to headspace National 
Office and the Primary Health Network including the annual work plan and periodic reporting 

• identifies funding and partnership opportunities to maximise the capacity of headspace to provide 
responsive services 

• builds productive stakeholder relationships to facilitate successful service outcomes 

• assures there is Secretariat support for the headspace Consortium, liaises with the independent 
Chair, attends, provide reports to and seek advice from the headspace Consortium to ensure the 
continued development of headspace 

• in conjunction with the Director of Operations and the Governance team, develops, manages and 
monitors MOUs and Service Level Agreements with organisations to provide co-located services 
under the headspace banner 

• assists the headspace Clinical Leader, in consultation with the Executive Advisor-Practice 
Governance, to ensure headspace practice is consistent with current evidence-based practice, and 
compliant with clinical direction from headspace National Office and in line with the client-centred, 
youth-oriented practice 

• participates in professional development and training activities to maintain knowledge and skills 
required to fulfil the responsibilities of the position including providing culturally appropriate and 
socially inclusive services to young people 

• supports and enhances a continuing quality improvement approach to all workplace activities and 
ensures accreditation standards are maintained 

• actively participates in the Senior Leadership Team 

• articulates RACR’s vision, strategic and operational goals to service delivery teams and help the 
team translate this into practice and articulates the headspace vision that all young Australians are 
supported to be mentally healthy and engaged in their community 

• leads the development, implementation and maintenance of a safe and healthy workplace and take 
reasonable care to ensure health and safety of themselves and others 
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• other duties as required. 

Selection criteria 

Essential 

1. Extensive experience in managing the operational delivery of multiple community service 
programs. 

2. A proven track record in successfully leading and supervising teams, and ability to work in a highly 
productive environment with time pressures while managing multiple tasks and competing 
priorities. 

3. Demonstrated ability to think, plan and manage strategically.  

4. Demonstrated experience in building strong stakeholder relationships and partnerships across the 
community. 

5. Advanced computer skills including word processing, spreadsheets, electronic recording systems, 
and data management tools. 

6. Knowledge of and commitment to the principles of continuous quality improvement, including 
skills in the development of comprehensive policies and procedures, workplace health and safety 
systems and evaluation and risk management resources and tools. 

7. Demonstrated experience working with diverse cultural communities and knowledge of issues facing 
Aboriginal and Torres Strait Islander peoples and culturally and linguistically diverse individuals and 
communities, and LGBTIQ communities. 

Desirable 

1. An appropriate tertiary qualification in, social science, social work, psychology, counselling, clinical 
work or a related area, and current registration with the appropriate professional body. 

Special Requirements 

• Must provide current proof of registration for the NSW Working with Children Check and ACT 
Working with Vulnerable People’s Card 

• Regular travel is required 

• Capacity to work outside of normal business hours to support headspace services 

• Commitment to mission and values of RACR 

• Understand and embed restorative principles in their work and interaction with others 

Contact Person 

For further information about the position or application process, please contact Julie King, Director of 
Operations on 0428 745 234 or email Julie.king@racr.org.au. 

 


