
Villamanta Disability Rights Legal Service Inc. 

A Victorian Statewide Service 

Villamanta advances the rights of people who have a disability related justice issue 

 

POSITION DESCRIPTION 

EXECUTIVE OFFICER 

CONTEXT 

Villamanta Disability Rights Legal Service Inc. (Villamanta) is a Victorian state-wide, Not for Profit 

(NFP), community legal centre (CLC) that works on disability related legal and justice issues.  Its 

priority clients are people who have cognitive disabilities.  Villamanta was incorporated as an 

Incorporated Association in 1991. It is managed by a Committee of Management made up of 

volunteer members of the community.  Villamanta’s purpose is to ensure Victorians with a disability 

know about the law, have access to legal information, advice, casework and understand their rights. 

Villamanta is a free service for people who have a disability, their carers and advocates.  It is funded 

by the Australian Federal Government through the Department of Social Services’ (DSS) National 

Disability Advocacy Program.  It also receives funding from DSS under the NDIS AAT Appeals 

Advocacy funding program. 

Villamanta has 4 program areas:  

• Telephone Advice line, Information and Referral service  

• Legal Advice and Casework 

• Community Legal Education 

• Policy and Law Reform/systemic advocacy 
 

Mission  

Villamanta is a Community Legal Centre operating throughout the state of Victoria on disability 

related legal and justice issues. Our focus is on working for people who have an intellectual disability. 

Villamanta’s mission is to protect and advance the rights of Victorians with a disability by advising, 

informing and representing them and acting as an advocate on disability related legal and justice 

issues, and by providing community legal education and carrying out policy and law reform work. 

Vision 

Villamanta’s vision is to be recognised as a leading provider of legal and justice related services for 

people with a disability, especially an intellectual disability, and through our work significantly 

contribute to creating an environment in Victoria in which people with a disability are acknowledged, 

recognised and respected equally with other Victorians and do not face discrimination. 

 

 

 

 



THE POSITION of EXECUTIVE OFFICER 

ROLE / JOB PROFILE 

The Executive Officer of Villamanta has overall responsibility for implementing Villamanta’s Strategic 

Plan and managing the organisation, including ensuring regular operational reviews and sustainable 

growth.  

KEY RESPONSIBILITIES 

Strategic direction 

• Identify and inform the Committee of Management (COM) of opportunities and issues that 

may assist them in formulating the strategic direction of Villamanta. 

• Coordinate, resource and support COM by providing regular reports on strategic, financial, 

human resources and other relevant matters. 

• Coordinate information to and feedback from members of Villamanta including preparing the 

Annual Report, the AGM and reporting to COM meetings. 

• Coordinate the induction of new members of Villamanta’s COM. 

Leadership and Teambuilding 

• Maintain a supportive and collaborative working environment for all staff members and 

volunteers. 

• Work collaboratively with the Principal Solicitor to ensure the efficient operation of the legal 

practice 

• Liaise with colleagues and COM to maintain constructive working relationships 

•  Resolve any conflict or potential issues promptly, sensitively and in accordance with 

Villamanta’s current policies and procedures 

Operational management 

• Identify, develop, implement, monitor review and update comprehensive organizational 

policies and procedures to ensure Villamanta’s services are of the highest standard. 

• Monitor review and evaluate service delivery and operations in accordance with the 

requirements of Villamanta’s funding agreements and ensure all required reporting is 

completed within the funders specified timelines. 

• Develop and implement annual work plans in line with identified strategic goals. 

• Ensure compliance with the National Standards for Disability Services and the requirements 

of the State and Federal Community Legal Service accreditation standards. 

• Ensure compliance with the State and Federal legislative requirements for not-for-profit 

organisations. 

Financial Management 

• Oversee all aspects of the financial management of Villamanta including payroll, creditors 

and debtors. 

• Plan for the ongoing viability of Villamanta in consultation with COM. 

• Initiate and prepare funding submissions and strategies including seeking out new funding 

opportunities. 

• Negotiate and monitor compliance with funding agreements including the preparation of 

funding acquittals. 

• Source pro bono opportunities. 



• Prepare and manage budgets, forecasts and monthly financial reports. 

• Authorize expenditure in accordance with the budget and Villamanta’s policies and 

procedures. 

• Participate in and report to the COM risk management meetings 

Human Resources 

• Oversee the recruitment, management and supervision of staff and volunteers 

• Conduct annual performance appraisals in conjunction with the Principal Solicitor  

• Identify opportunities for staff training and professional development  

• Ensure OH&S issues are managed promptly and in accordance with Villamanta’s policies 

and procedures. 

• Manage staff and volunteer grievances and disciplinary matters according to legislative 

requirements and Villamanta’s policies and procedures. 

Networking and Service Promotion 

• Take a lead role in Villamanta’s membership and participation in peak bodies at a State and 

National level. 

• Lead Villamanta’s engagement with all stakeholders including State and Federal politicians, 

local government, government agencies in promoting Villamanta services. 

• Participate in relevant committees, issue-based groups, conferences and workshops 

• Deliver targeted Community development sessions in line with Villamanta’s strategic 

direction. 

Other duties 

• Ensure Villamanta complies with all lease obligations. 

• Manage the provision of IT services to ensure the smooth operation of Villamanta’s 

services. 

• Manage general office administration. 

 

SELECTION CRITERIA 

 

ESSENTIAL 

Qualifications   

1. Relevant degree or above or extensive experience in a senior management role. 

 

Knowledge skills and abilities. 

2. Demonstrated ability to manage a diverse team. 

3. Proven ability to plan and work strategically with sound knowledge and skills in management 

and organizational governance. 

4. Experience working effectively with a range of stakeholders. 

5. Experience in financial management with a varied range of funding agreements. 

6. Proven ability to work effectively with a Committee of Management or Board. 

7. Demonstrated ability to appropriately represent and advocate on behalf of the organization 

to a diverse audience including members of parliament, funding bodies media and other key 

stakeholders. 

8. Demonstrated high level written and oral communication skills and the ability to communicate 

with influence. 

9. Understanding of the issues faced by people with a disability. 



DESIRABLE 

10. Experience in working at a senior level in a not-for profit. 

11. Understanding of the legal sector and the requirements of legal practice. 

12. Familiarity with the law relating to Disability including the NDIS. 

HOURS OF WORK 

The position is part time 4 days per week. The normal hours of work are between 9 am and 5 pm.   

Days and hours may be varied by arrangement.   

FUNDING SOURCE 

This position is ongoing (subject to the availability of funding).  Villamanta is funded by the Federal 

Department of Social Services under the National Disability Advocacy Program, pursuant to the 

Disability Services Act (Commonwealth).  It also receives funding from the same department under 

the NDIS AAT Appeals Advocacy Program and for 2022-23 the Disability Royal commission.  

ACCOUNTABILITY 

The Executive Officer is accountable to Villamanta’s Committee of Management. 

Villamanta staff are responsible to the Executive Officer on a day-to-day basis. Overall operational 

responsibility lies with the Executive Officer who reports to the Committee of Management.  Overall 

governance and strategic direction responsibility lies with the Committee of Management. 

SALARY  

The salary range is $115,000 - $130,000 per annum pro rata, dependent on experience. Salary 

Packaging is available. 

OFFICE LOCATION 

The position is based in Geelong.  The executive officer may be required to travel within rural Victoria 

and to Melbourne. From time to time they may be requested to undertake work outside normal 

business hours and this may sometimes involve overnight stays.   

No overtime pay is available, but provision is made through time in lieu and provisions within the 

Villamanta Certified Agreement. 

REFERENCES 

The details of two professional referees should be included in the application. 

APPLICATIONS 

Applications close on Monday 23rd May, 2022, at 5 p.m. 

Applications must address the selection criteria and should be addressed to:  

The Executive Officer, Villamanta Disability Rights Legal Service Inc.,  

PO Box 3130 Grovedale 3216 Or Email carolyn.stuart@villamanta.org.au. Phone (03)5260 1845 

Enquiries to Carolyn Stuart, Executive Officer - 0417 327 505.  

 

Villamanta Disability Rights Legal Service Inc.is an equal-opportunity employer. 

People who have a disability are encouraged to apply 

mailto:carolyn.stuart@villamanta.org.au

