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Policy and Quality Officer – Part Time (.5)


Position Title: Policy and Quality Officer – Part time
The Policy and Quality Officer position is responsible for developing, reviewing and maintaining documentation that ensures the human rights of clients, and supports the Kara FVS team to provide high quality support . The position includes a broad range of planning, quality assurance and improvement projects / activities associated with meeting DFFH, Family Safety Victoria and The Social Security Regulators standards and funding requirements and legislation to ensure best practice service delivery is implemented and maintained.  
This role works collaboratively with Management to identify and implement actions and enhance organisational quality.
Statement of Purpose:
Kara Family Violence Service is a crisis support service for women and their children escaping family violence.  Kara Family Violence Service works towards a feminist analysis of family violence.  The primary focus of the service is supporting women and their children from diverse cultural and linguistic backgrounds.  Women are encouraged and empowered to take control of their lives.  Case management is provided within a crisis intervention framework coupled with appropriate transitional support.  Our approach is tailored to meet the individual needs of the women and children who use our service.  We recognise that women and children have the right to live free of physical, emotional, sexual financial and all other forms of abuse.  Kara Family Violence Service provides both Refuge, Transitional housing and Outreach Support. 

Conditions of Employment
Hours of Employment: 
· Part-time, 38 hrs per fortnight, 9am – 5pm, Days to be agreed 
Reporting to: 
· CEO

Award: 
· Social, Community, Home Care and Disability Services Industry Award 2010
· Superannuation will be paid according to the Superannuation Guarantee
· Salary packaging available
Qualifications: 
· Tertiary qualification in Public Policy, Social Sciences, Social Work, Psychology, Criminology, Public Health policy, or quality related field or equivalent qualification and/or experience.

Mandatory requirements: 
· Unrestricted Victorian Driver’s License and good driving record 
· A Police Record Check (including proof of identity)
· International police check (if required)
· Current Working with Children Check
· Qualification check (original documents)
· Pre-employment safety screening, including employment history and disclosure of previous or current disciplinary action
· Referee checks, including most recent supervisor
· Commitment to Child Safety and adherence to the Kara Family Violence Service Child Safety requirements 
· Commitment to the provision of sensitive support and cultural safety to women and children including Aboriginal women and children, women and children from a multi-cultural background, LGBTQI+ community members and women and children with disabilities. 
· Commitment to professional development including, where appropriate, the education and support of students on placement 
· Ethical behaviour and adherence to the Kara Family Violence Service Code of Conduct


Key Selection Requirements
· Tertiary qualification in Public Policy, Social Sciences, Social Work, Psychology, Criminology, Public Health policy, or quality related field or equivalent qualification and/or experience.
· Experience in the human and/or social services sector with experience in policy development, implementation and/or research.
· Demonstrated understanding and experience of the issues surrounding family violence and a commitment to improving the status of women and children in the community.
· Comprehensive understanding of quality and risk management systems including identifying and managing risks, incident investigation, analysis and corrective actions/internal controls
· Demonstrated ability to work independently and within a team, delivering a range of services and contributing to agreed outcomes. 
· Ability to critically evaluate evidence-based information and research findings relating to family violence and to incorporate this in the development of policies and briefing papers.
· Demonstrated policy development, research and review, formulation, and implementation skills based on good organisational knowledge and understanding of current issues, legislative requirements and regulatory requirements resulting in an ability to effectively address strategic, environmental and operational requirements.
· Demonstrated experience and/or interest in change management policy and processes.
· The ability to physically undertake the described role, maintain self-care and resilience and effectively participate in supervision and reflective practise 
· Well-developed interpersonal communication, client engagement, advocacy and negotiation skills including the ability to prepare clear written reports, assist with policy development and maintain files.
· Commitment to continuous improvement, managing change and being flexible to change.
· Acceptance of the need to manage time and competing priorities and to work calmly, flexibly and responsively within a crisis environment. 
· Commitment to continuing professional development.
· Excellent verbal and written communication and policy writing skills presentations, reports and concise briefings.


Summary of Duties
· Monitoring and maintenance of the organisation’s legislative compliance register 
· In partnership with key stakeholders, coordinate the development and review of policies and procedures to ensure compliance and currency in light of legislative and regulatory requirements
· In consultation, review internal client and organisational documentation for adherence to best practice, changing needs and policy and privacy legislation.
· In collaboration and when required undertake qualitative analysis and prepare written reports in support of governance, audit, risk and compliance 
· Undertake research and policy development work, including but not limited to, process improvement mapping, developing business cases, reviewing and analysing best available evidence to inform best practice and policy
· Contribute to the development of innovative processes, practises and quality systems and promote an environment of continuous improvement. 
· When required participate in incident management and risk management reporting in collaboration with the CEO.
· Actively prepare and participate in regular staff meetings, supervision and annual performance appraisal.
· Where required, attend relevant meetings, workshops and seminars and participate in interagency liaison, appropriate community activities and training to actively contribute to sector development and the maintenance of skills.
· Identify new ideas/opportunities for service improvement and development in collaboration with key stakeholders.
· In collaboration, collate and report on client feedback and areas for improvement
· Contribute to the education and training of students on placement
· Perform other related duties as directed by the CEO.
Ethical responsibilities
· Maintain ethics and standard of practise congruent with those of the appropriate professional body, eg. Social Work, Community Welfare etc.
· Maintain harmonious relationships with all members of staff.
· Ensure familiarity and adherence to the Kara Family Violence Service Policy and Procedures and the Department of Families, Fairness and Housing service standards and funding requirements.
· Treat all client, staff and agency information as strictly confidential.












Note: Statements included in this position description are intended to reflect in general the duties and responsibilities of this position and are not to be treated as all inclusive. There will be changes to duties and responsibilities over time.

Signed:							Date:

Manager: ………………………………………………………………………..	…………………………………………………

Policy and Quality Officer: ………………………………………………	………………………………………………….
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