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POSITION DESCRIPTION – CEO 


POSITION DESCRIPTION
	POSITION TITLE
	Chief Executive Officer

	REPORTS TO
	Moogji Chairperson 

	SALARY RANGE
	To be negotiated dependent upon qualifications and experience. 
(Plus – Car, Phone, Superannuation and Salary Packaging)

	HOURS

	38- Some afterhours work may be required.

	Location
	Orbost, Victoria.

	CONTRACT TYPE
	Full Time –3 years with options to extend.



Vision Statement: 
The Aboriginal Community in Far East Gippsland is physically, spiritually, emotionally, and economically healthy, vibrant, strong, proud and culturally connected. 
Values 
Listening to and advocating for community; Community Control: Cultural Integrity: Inclusive: Responsive and Always Improving: Wellbeing not Welfare: Teamwork and Collaboration: Teamwork and Respect: Accountability  
Organisational Profile
Moogji Aboriginal Council is based in Orbost, in Far East Gippsland, we acknowledge that the Gunaikurnai, Monero and Bidawel people are the Traditional Custodians of the lands of Far East Gippsland. There are approximately 40 staff over two sites in Orbost. Moogji is a Not-for-Profit organisation delivering services in Health with weekly clinics, as well as Community Health and Wellbeing programs in areas of Youth, Education, Alcohol and Drugs. 
Moogji also operates a rural property delivering Environmental contracts and Cultural services. 
It is a growing organisation with strong linkages to the Far East Gippsland community and has a commitment to support local Aboriginal people with work and training opportunities as well as with health and social support services.
Position Purpose
The Chief Executive Officer (CEO) will focus on maintaining and leading the overall strategic direction and management of the organisation to ensure the achievement of the established strategic goals of this multi-disciplinary Aboriginal community-controlled organisation.
Reporting to the Board, the CEO is the key management leader of Moogji. The CEO is responsible for overall management oversight, taking responsibility for:
· overseeing the delivery of all programs and the organisation’s administration 
· meeting all service agreement obligations, 
· maintaining accreditation against all standards and regulations and obligations,
· ensuring the community receives high quality services that meet Moogji’s quality governance objectives of providing services that are safe, effective, connected, person-centred and informed by Aboriginal culture.
· representing Moogji by actively working with community, government, funding bodies, partner agencies and other key stakeholders to achieve sound, constructive and supportive relationships
The CEO will be responsible for further development of this growing organisation, as it looks to increase its delivery of the range of programs and services to the Aboriginal Community in Far East Gippsland. This development will involve working closely as part of an Alliance to share services with two other Aboriginal organisations in the area. 
EMPLOYEE
I (Full Name) _________________________________________ have sighted and accept this duty statement and acknowledge the expectations that will be held of me in relation to my CEO role at Moogji Aboriginal Council

SIGNATURE ________________________________________ DATE ______________________

This Duty Statement is certified as current by the Moogji Chairperson as at  Sept 2023

________________________________________
Moogji Board Chairperson


Key responsibilities

	Key Results Area
	Activities

	· Manage the operational and strategic decision -making process. 


	· Ensuring that the organisation delivers efficient and effective business operations, quality and risk management and financial performance.
· Provide authoritative advice to the Board of directors in relation to Operational Matters and organisation performance.
· Maintain a Board / Community communications system that delivers clarity on Moogji’s performance to the community.  
· Ensuring compliance with all applicable laws, regulations, and funding requirements.

	· Leadership
	
· To provide leadership & direction to senior staff on budgetary control, evaluation of programs, efficiency requirements, planning, risk management, quality and on meeting program targets.
· Role model and promote Moogji’s values and code of conduct
· Represent and advocate for Moogji’s vision and goals to key stakeholders and networks
· Lead and manage all public relations ensuring Moogji’s vision, programs and activities are consistently presented in line with branding, key messaging and strong, positive images to community, other relevant stakeholders, and supporters
· Provide leadership to strengthen the service system (particularly in health and community services) ensuring it is culturally relevant, safe and responsive to the needs and aspirations of the community
· Lead by example and contribute to building an organisational culture based on collaboration, program excellence and innovation
· Contribute to embedding a focus on continuous quality improvement to ensure service delivery to program participants, Elders and the Aboriginal community is reflective of best practice.


	Governance and risk management
	
· Ensure organisational policies and procedures are culturally relevant and inclusive, updated as required and oversee compliance.
· Implement and manage Moogji’s organisational governance, quality, and risk management frameworks. 
· Maintain an effective program governance framework to ensure program coordinators / leaders have clear guidelines to inform high standards of clinical/ professional client support, record keeping and reporting.
· Ensure compliance with funding program requirements and all legislative requirements relevant to MMIGP organisational responsibilities
· Working with Board members in representation to partners, funding bodies and relevant external parties
· Supporting Board meetings and following up actions and decisions as required.
· Regularly report on strategic plan and program implementation, Moogji’s funding and financial situation, risk management, workforce development and compliance issues
· Monitor, adopt and apply OH&S policies and procedures to ensure a safe work environment


	· Effective communication at all levels both internally and externally.




	· Responsive to community concerns and requests and support where needed.
· Represent Moogji and actively work with community, government, funding bodies, partner agencies and other key stakeholders to achieve sound, constructive and supportive relationships
· Promote and increase Moogji community membership
· Promote community engagement through effective public relations and targeted communication strategies
· Guide and support the development of communication strategies to enable all stakeholders to be informed, consulted, and involved in key Moogji activities
· Oversee the promotion and delivery of signature promotional activities including NAIDOC, Reconciliation Week, Family Days, Harmony Day and fundraising events
· Ensure effective relationships are developed and maintained with local politicians, senior decision makers in State, Commonwealth, and local government, and nearby ACCOs and other community organisations. 
· Prepare and promote Moogji’s Annual report and other relevant public relations material

	· Experience in Finance and sustainability.
	· Prepare funding submissions to support the sustainability and growth of Moogji- including infrastructure, capital, operating, program, and staffing additions
· Specifically work with the Board, funding bodies and external stakeholders to raise additional funds to complete the current build and operation of the purpose-built Health Centre facility, as well as the upgrade of the Stanley Street Administration building and the further development of the Property at Bonang Road.
· Ensure financial systems, procedures and controls are in place in accordance with best business practice 
· Ensure financial statements are prepared and audited in accordance with Australian Accounting Standards and statutory compliance
· Prepare annual budgets in line with strategic priorities and program funding
· Monitor, review, and report to the Board on the financial performance and operations of the organization that includes 
· Implementing asset management systems that ensure the safety, functionality and maintenance of buildings, equipment, motor vehicles and other assets of the organization and ensuring purchasing procedures that support Indigenous business wherever possible. 
· Exercise robust contract management to ensure contractors meet agreed outcomes on budget and within agreed timelines
· Ensure management of any investments is responsible, legal, and ethical.

	· Sensitivity to People and Culture
	· Implement and support Moogji’s Workforce Development Strategy in line with Moogji’s vision and strategic goals
· Embed Moogji’s values into staff roles and work practices
· Ensure and uphold adherence to Moogji’s Code of Conduct as part of the induction process for all staff, volunteers, and Board members.
· Ensure staff and volunteers are supported and managed in accordance with their position descriptions, award provisions and cultural safety principles
· Provide opportunities and encourage all staff and volunteers to participate in training and development 
· Ensure regular supervision and guidance is provided to all staff members and volunteers. 
· Maintain a safe working environment for all staff and volunteers including implementing relevant Occupational Health and Safety policies and procedures and ensuring the workplace is free of violence, bullying, harassment, and discrimination
· Ensure all programs are designed and delivered and are culturally safe for participants. 


Key Selection Criteria: 
Experience, Qualifications and Skills
· Demonstrated understanding of the Victorian Aboriginal community and the ability to communicate effectively with Aboriginal people of all ages
· Understanding of the specific cultural and historical issues that impact on Aboriginal clients, particularly in response to intergenerational trauma and the Stolen Generations 
· Understanding of, and commitment to the principles of self-determination and cultural safety and the ability to translate them effectively into work practices.
· Experience in leading an organisation and/or senior leadership team, making a significant contribution to ensuring strategic goals and priorities are achieved


· Proven ability to provide leadership and direction within a complex and challenging environment
· High level strategic, conceptual, and analytical skills
· Highly developed business development, a quality focus, and financial and risk management skills
· Knowledge, understanding and commitment to quality and safety standards and continuous improvement
· Ability to build a positive, culturally strong organisational cultural and manage people and change effectively
· Highly developed interpersonal, communication, community consultation, conflict resolution, and negotiation skills 
· Exceptional stakeholder management skills with the ability to forge and strengthen partnerships and collaborations.
· An understanding of Government funding and reporting with proven experience in managing compliance with funding body requirements and legislation
· Exceptional written and verbal communication skills with the ability to effectively communicate and engage with a broad range of stakeholders
· Well-developed organisational skills. 
· Proficiency in computer programs, databases, and Information Technology. 
· Awareness to oversee and manage financial reporting schedules as well as OHS and HR requirements.


Required
· A tertiary qualification in community services, social sciences, management, or related discipline- 
· Minimum 5 years’ experience in successfully managing teams and delivering a diverse range of service focused programs
· A current first aid certificate or willingness to obtain once employed.
· A current Victorian Driver’s License
· Available to work flexible hours including weekends, school holidays and afterhours where required

Personal Attributes Required:
· Culturally aware, inclusive, and flexible
· Client and Community focused
· Collaborative and supportive
· Resilient
· Good Problem solver 
· Ethical and honest
· Self-disciplined and motivated
· Analytical and determined


Aboriginal and Torres Strait Islander people are strongly encouraged to apply.



	Additional Information

	Security Checks
	A Police check will be required to be undertaken prior to finalisation of appointment.
The CEO also needs to obtain a Directorship check and a Bankruptcy clearance.
All Moogji Aboriginal Council (MAC) employees are now required to obtain and maintain a Working with Children Check.  See www.justice.vic.gov.au/workingwithchildren for more information.

	Probationary Period
	A six (6) month probationary period applies to this position.

	Additional Information / factors:

	· MAC is an Equal Opportunity Employer. 
· Selection will be based on assessing demonstrated performance of the skills, knowledge behaviours and other qualifications relevant to the position.
· Aboriginal people are strongly encouraged to apply.
· MAC reserves the right not to appoint.

	Selection process
	· Interviews will be held to properly assess selected applicants’ suitability of the position according to MAC policy.
· A minimum of 3 referee checks are made for all MAC executive positions
· Applicants will be interviewed by a panel of interviewers.  The interviewers will be selected from a broad range of areas including but not limited to members of the Board of Directors, respected members of the local Aboriginal community, Supervisory Staff Members, External Agency Representatives, or consumers.

	Equal Opportunity & OH&S
	A commitment to Equal Opportunity and Occupational Health and Safety Principles and Practice is required.

	Quality Improvement
	MAC is committed to continuous Quality Improvement and would expect all employees to work within these improvements systems.

	Pre-existing illness or injury
	You may need to disclose any pre-existing illness or injury you know about which could be reasonably foreseen to be affected by the described work duties

	Fit for work
	Undertake a medical/physical check with the MAC GP clinic- if requested.
Agree to participate in staff wide Alcohol and Drug testing.
Able to produce and maintain evidence of Covid 19 vaccination status in accordance with Moogji’s Covid policy.
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