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	Position description

	



Administration Officer – The Orange Door
The Administration Officer is a position in each Orange Door location (Support and Safety Hub). The position will be involved in the day-to-day administration for the Hubs, as well as providing wide ranging secretariat and support functions. The position has key functions in supporting service access and the Hub workforce, as well as providing a point of contact for key stakeholders from a diverse range of community service organisations, government, private and public sectors.
Attention to detail and teamwork underpin success in this role as well as a demonstrated ability to communicate sensitively and effectively.
Are you
A team player who shows initiative and a willingness to support team members?
A person who enjoys a challenge, is flexible and organised?
Solutions-focused in a service delivery environment?
[bookmark: _Hlk71106891][bookmark: _Hlk71106872]
	Position number 
	DFFH/FSV/615924

	[bookmark: _Toc480380485]Classification 
	VPSG 2

	Team, unit 
	The Orange Door, Brimbank Melton

	Work location 
	15 – 17 Service Street, Sunshine 

	Employment type
	Ongoing – Full-time (76 hours per fortnight)

	Position reports to 
	Operational Support Officer, The Orange Door, Brimbank Melton 

	Further information 
	Tilly O’Rourke | 0447 809 611 | tilly.orourke@familysafety.vic.gov.au

	Closing date 
	16 June 2022


Department of Families, Fairness and Housing
The Department of Families, Fairness and Housing has a dedicated focus on the community wellbeing and the social recovery of Victoria.  The Department is working to deliver important work started before the pandemic, while building on opportunities it has presented to lead bold and innovative reform.  
We work to create equal opportunities for all Victorians to live safe, respected and valued lives. We lead policies and services dedicated to community wellbeing by empowering communities to build a fairer and safer Victoria. 
The Department includes Child Protection, Prevention of Family Violence, Family Safety Victoria, Homes Victoria, Housing and Disability and Seniors and Carers. The Department is also responsible for the key portfolios of Multicultural Affairs, LGBTIQ+ communities, Equality, Veterans and of offices of Women and Youth, enhancing the alignment with policy areas and portfolios focusing on the recovery and growth of our diverse communities. The Department also supports Victorian Disability Workers Commission and Respect Victoria.

We are building an inclusive workplace that embraces diversity and difference. All jobs can be worked flexibly, and we actively encourage job applications from Aboriginal and Torres Strait Islander people, people living with disability, LGBTIQ+, veterans and people from varied cultural backgrounds. 
Division
Family Safety Victoria
Family Safety Victoria (FSV) was created on 1 July 2017 to drive key elements of Victoria’s family violence strategy and coordinate support for families to help them care for children and young people.
[bookmark: _Hlk71106971]Our vision
We want a future where all Victorians are safe, thriving, and live free from violence, and children grow up in environments built on gender equality and respectful relationships, in families that promote their health, development and wellbeing.
[bookmark: _Hlk71108059][bookmark: _Hlk71108073][bookmark: _Hlk71106991]Our purpose
[bookmark: _Hlk71110487][bookmark: _Hlk71108098]To achieve our vision, we focus on:
-  facilitating person-centred and inclusive services so people receive the help they need, when they need it.
-  keeping perpetrators accountable, connected and responsible for stopping their violence.
-  working across government and with the family violence and sexual assault sectors and with family services to    build a sustainable and coordinated service system.
- partnering with those who have specialist expertise including lived experience to guide what we do.
- building the evidence base about what works.
- leading the family violence reform agenda to influence policy and strategy across government.
At Family Safety Victoria, everything we do begins with a deep understanding of people’s lived experiences and the specialist expertise of the family violence, family services and broader social services sectors.
[bookmark: _Hlk71107032][bookmark: _Hlk71108114]Our values
We commit to delivering our work in accordance with the Victorian Public Service and Department of Families Fairness and Housing values and behaviours: responsiveness, integrity, impartiality, accountability, respect, and leadership.
We will work for the protection of human rights and challenge inequalities and discrimination to achieve social change for the benefit of all, because we know family violence is a violation of human rights and is entirely preventable. The root causes of family violence and sexual violence are gender inequality and discrimination, shaped by economic, political and social factors, systems and norms, policy and legal frameworks; historical factors (e.g. cultural practices, colonisation); and structural distinctions on the basis of sex, gender identity, ethnicity, sexuality, disability, age, class, income and other characteristics.
The following values have also been identified by our people as underpinning our approach to this work:
We are honest and transparent 
We share information whenever we can and show consistency between our words and our actions.
We focus on our impact
We are purposeful, courageous and determined to achieve meaningful outcomes for our clients, stakeholders and the community. Our people are valued not just for the work that they do, but the way that they do it.
We are inclusive and work for social equity
We take responsibility for valuing and including everyone equally and for ensuring fairness and cultural safety wherever we do our work.
Our People and Culture Strategy sets out our goal of ensuring our people are valued, empowered, connected, inspired, and growing.
[bookmark: _Hlk71107099]Program and Service Development Branch
[bookmark: _Hlk71107107][bookmark: _Hlk71108151]The Program and Service Development Branch is responsible for translating policy into program and service delivery focused on achieving improved outcomes for family violence and sexual assault victim survivors and more effective engagement with perpetrators, delivering on Victoria’s family violence reform agenda.
[bookmark: _Hlk71107127]The Program and Service Development Branch establishes, develops and leads the operations of The Orange Door and Central Information Point, develops specialist family violence and sexual assault programs and services including detailed program guidance, commissioning and program oversight, supports improvement in performance and service quality and delivers on key enablers including budget, infrastructure and information technology platforms. This is delivered in partnership with government and sector partners at a statewide and area level.  
The Program and Service Development Branch comprises four units: Program and Service Development, Service Implementation and Support, Operations, and Information Systems Reform.
[bookmark: _Hlk71107144]Operations Unit 
[bookmark: _Hlk71107171][bookmark: _Hlk71108188][bookmark: _Hlk71107248]The Operations Unit establishes, leads and develops the operations of The Orange Door and the Central Information Point, ensuring a focus on client outcomes, local area context, issues and strengths, continuous improvement in service quality and performance, effective resource management and ensuring that the services are delivering on Victoria’s reform agenda for family violence and child and family services. The Branch delivers this through partnership with government, sector and agency partners at a statewide and area level. 
Hubs will bring together different workforces and practices to create an integrated Hub team and a consolidated intake point in each Hub area to create a new way of support for: 
· women, children, young people and families experiencing family violence 
· perpetrators of family violence  
· families in need of support with the care, development and well-being of children. 

[bookmark: _Hlk71107269]This will be achieved by drawing on the expertise of Community Services Organisations and bringing together workers from organisations that currently:  
· receive police referrals for women who are victims of family violence 
· receive police referrals for perpetrators of family violence (known as ‘Enhanced Intake Services’) 
· receive child wellbeing referrals  
· provide the Child FIRST service 
· deliver other relevant services as appropriate, such as those delivered by Aboriginal services. 
The Hubs Team will include a mix of staff employed by Family Safety Victoria and staff employed by Community Services Organisations, Aboriginal services and Department of Families, Fairness and Housing.  For each launch site the size of the team will vary to reflect the local needs.  
[bookmark: _Hlk71108201][bookmark: _Hlk71107335]The Orange Door
[bookmark: _Hlk71108212]The Victorian Government has committed to implementing all 227 recommendations of the Royal Commission into Family Violence and to delivering on the vision described in Roadmap for Reform: Strong families, Safe children. 
A key recommendation of the Royal Commission and the Roadmap for Reform was to establish a network of Support and Safety Hubs (Hubs) across Victoria to provide a new way for women, children and young people experiencing family violence, and families in need of support with the care, development and wellbeing of children and young people, to access coordinated support from community, health and justice services. The Hubs will also focus on perpetrators of family violence, to keep them in view and play a role in holding them accountable for their actions and changing their behaviour.
Ending Family Violence: Victoria’s Plan for Change released in November 2016, sets out the Victorian Government’s commitment to establish a network of Support and Safety Hubs (Hubs) across all 17 Department of Health and Human Services (DHHS) areas (now overseen by DFFH). The Hubs will be central to Victoria’s approach to addressing both family violence and ensuring child safety and wellbeing. The Hubs will also form a critical part of the broader service system response. 
[bookmark: _Hlk71107378]The Support and Safety Hubs: Statewide Concept (Statewide Concept) released in July 2017 describes the intent, scope, key functions and roles of the Hubs and how the Hubs will contribute to the vision and aspirations of Victoria’s Plan for Change and Roadmap for Reform. It outlines what the Hubs will deliver across the state as part of the future service system; the approach government is taking, and a number of principles for the design of the Hubs.
The Statewide Concept highlights that the safety of victim survivors and children will be the Hubs’ first priority. It also recognises that a gendered understanding of family violence and an understanding of child and family vulnerability are critical to effective services and systems.
Hubs will be accessible, safe and welcoming to people, providing quick and simple access to the support and safety they need. The Hubs will engage perpetrators and plan interventions to hold them to account.
Family Safety Victoria (FSV) will facilitate statewide coordination and development of the Hubs model, including with the support of a Hubs Statewide Reference Group. FSV will oversee the establishment of the Hub network in collaboration with the local Hub Leadership Groups, Hub Operations Leadership Groups and Hub Establishment Groups which will lead the implementation and management of the Hubs in each area. 
The Victorian Government has committed to the establishment of The Orange Door in all 17 DFFH Areas by the end of 2022.
Given the phased approach to implementing the Hubs and the evolving nature of the design process, certain elements of this service model may change over time. The role and operations of the Hubs will not be static or fixed at one point in time. Just as the practice of the Hubs will be informed by emerging needs and evidence, and firmly embedded with the principle of continuous improvement, the design and implementation of the Hubs will continue to develop and be informed by community needs, co-design, evaluation, and practice learnings. Future development of the service model will continue to be set at the statewide level, informed by local practice and experience
Accountabilities
Operating at value range 1, you will:
1. Under general direction, provide assistance with administrative processes and information systems such as the Client Records Management database, fleet administration, room bookings and logistical planning
2. Keep accurate reports and records of financial information and assets management and perform financial    administration duties under approval
3. Assist with administrative processes in relation to stakeholder correspondence with FSV, DHHS and CSO staff and stakeholders, and be able to answer queries, provide timely advice and undertake general follow up action as required
4. Provide support and assistance in the presentation of meetings and training, including coordinating papers and agendas, organising venues, catering, and making travel and accommodation arrangements.
5. Contribute as an effective Hubs team member and assist in the provision of quality, timely and effective customer service to clients of the Hub, including the ability to competently and sensitively communicate with people exhibiting challenging behaviours
6. Operate under relevant privacy legislation (including the Privacy and Data Protection Act 2014) to effectively and securely handle sensitive information
7. Be aware of how the actions of this role impact upon service users and the ability of the broader Hub workforce to deliver effective support and services
8. Suggest system and process improvements and work in collaboration to implement the agreed solutions
9. Keep accurate and complete records of your work activities in accordance with legislative requirements and the Victorian Government’s records, information security and privacy policies and requirements
10. Take reasonable care for your own health and safety and for that of others in the workplace by working in accordance with legislative requirements and Family Safety Victoria’s occupational health and safety (OHS) policies and procedures.
Operating at value range 2, you will:
1. Creatively deal with problems.
2. Undertake research specified by others, including data analysis.
3. Administer routine projects under direction or coordinates project steps.
4. Assess client needs and implement appropriate service delivery from a range of accepted options.
5. Use theoretical knowledge under supervision to achieve defined outcomes in a variety of work situations. 
Selection criteria
Knowledge and skills
Advanced computer skills: uses a wide range of software applications such as word processing and spreadsheets; assists others with problem-solving on word processing and related applications
Planning and organisation: regularly plans and tracks progress on work tasks; takes an organised, methodical approach to work; addresses priority tasks first
Communication: ability to establish working relationships with stakeholders, clients and other service providers; ability to respond sensitively and effectively to clients presenting difficult behaviours; prepares basic letters, emails and reports using clear, concise and grammatically correct language; organises information in a logical sequence, includes content appropriate for the purpose and audience
Self-management: accepts responsibilities for own actions; focuses on the most important goals; has a realistic and balanced view of own strengths and weaknesses; recognises own feelings and personal prejudices and understands why they occur
Service excellence: aims to exceed targets; sets personal standards of excellence and measures outcomes against them; strives to deliver outcomes in a timely manner; looks for new or more precise ways of meeting goals set by others; maintains quality in the face of time pressure.
Personal qualities
Empathy and reflectiveness: can quickly establish a natural rapport with a range of people; understands the experiences, feelings, and viewpoints of others; is aware of own strengths and limitations, and of the impact that their conduct has on others
Flexibility: adaptable; open to new ideas; accepts changed priorities without undue discomfort; recognises the merits of different options and acts accordingly
Integrity: committed to the public interest; operates in a manner that is consistent with the organisations code of conduct; inspires trust by treating all individuals fairly
Relationship building: establishes and maintains relationships with people at all levels; promotes harmony and consensus through diplomatic handling of disagreements; forges useful partnerships with people across business areas; functions and organisations; builds trust through consistent actions, values and communication; minimises surprises
Teamwork: cooperates and works well with others in pursuit of team goals; collaborates and shares information; shows consideration, concern and respect for other’s feelings and ideas; accommodates and works well with the different working styles of others; encourages resolution of conflict within the group.
Specialist expertise
· Demonstrated knowledge of relevant government legislation, experience of financial management activities and record keeping in a government environment would be considered favourably.
Important information
The salary range for this position is set out in Schedule B of the Victorian Public Service Enterprise Agreement 2020. For further information refer to Department of Treasury and Finance <https://www.dtf.vic.gov.au/home>).
Department policy stipules that salary upon commencement is paid at the base of the salary range for the relevant grade. An executive delegate must approve any above base requests. These will be by exception only or where required to match the current salary of a Victorian Public Service staff transferring at-level.
Individuals who have received a Voluntary Departure Package from a Victoria Public Service department/agency are ineligible for re-employment for a minimum of three calendar years from the date of separation.
Individuals who have received an Early Retirement Package (ERP) from a Victoria Public Service department/agency are ineligible for re-employment for a minimum of 12 months from the date of separation.
The department is a key emergency management partner and contributes significantly to Victoria’s emergency management arrangements. As part of a whole-of-government agreement, employees may be required to undertake training in emergency management and support functions during an emergency and may be redeployed to facilitate this need.
The department provides and maintains a safe working environment that does not risk the health of its employees.
Pre-employment checks
All appointments require reference checks, national criminal records checks and pre-employment misconduct screening. Some positions also require a Working with Children Check and screening through the Disability Worker Screening List.
Applicants who have lived overseas in one country for 12 months or longer in the last ten years must provide an international police check from the relevant overseas police agency. Applicants can obtain a check through an organisation providing international police checks via an internet search.
Pre-employment checks may include checking whether an applicant’s name is on the Disability Worker Screening List. This incorporates: 
· the Disability Worker Exclusion List which includes names of persons unsuitable for employment as a disability support worker in a disability residential service provided, funded or registered by the Department of Families, Fairness and Housing. 
· the National Disability Insurance Scheme Quality and Safeguards Commission which has compliance and enforcement actions, including banning orders 
· the Victorian Disability Worker Commission prohibition orders. 
Mandatory Vaccination Policy
The department is committed to providing and maintaining a working environment which is safe and without risk to the health of its workers and clients. The department may require its employees to be fully vaccinated against preventable diseases such as the current coronavirus (COVID-19) based on Victorian Chief Health Officer’s Directions as issued and updated from time to time. Vaccination requirements may differ from role to role based on their risk category and the duties performed. The department’s policy (attached) outlines the risk categories and requirements for employees working for the department. Where relevant, proof of immunisation status may be required.
For this role, you are required to submit proof of vaccination prior to commencement. Please refer to the attached policy for more information - DFFH COVID-19 Mandatory Vaccination policy.
Further information
For enquiries regarding the position please phone the contact on the position description. If you experience difficulties in applying online, please contact  <amend as applicable> HR Services/Workforce Services via email at HRServices@dffh.vic.gov.au or CSODWorkforceServices@dffh.vic.gov.au
DFFH values the contribution of all employees and fair and equitable treatment of all people is integral to all activities. As such, the DFFH offers reasonable adjustments for applicants with disabilities on request at <amend as applicable>  DiversityInclusion@support.vic.gov.au  CSODAboriginal&DiversityWorkforce@dffhivic.gov.au
For further information visit ‘About the Department’ on Department of Families, Fairness and Housing’ <www.dffh.vic.gov.au/about>.

	To receive this document in another format <amend as applicable>, email HRServices@dffh.vic.gov.au / CSODWorkforceServices@dffh.vic.gov.au 
[bookmark: _Hlk62746129]Authorised and published by the Victorian Government, 1 Treasury Place, Melbourne.
© State of Victoria, Australia, Department of Families, Fairness and Housing, June 2022
In this document, ‘Aboriginal’ refers to both Aboriginal and Torres Strait Islander people. ‘Indigenous’ or ‘Koori/Koorie’ is retained when part of the title of a report, program or quotation.
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