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AMIDA Policy & Compliance Manager

Position Description

Background
AMIDA is an advocacy organisation dedicated to improving the lives of people with a disability. AMIDA advocates around the NDIS and housing rights and is engaged in systemic advocacy, self-advocacy support, individual and family advocacy.

AMIDA manages and auspices the Self Advocacy Resource Unit (SARU) which was established in 2008 to facilitate the growth and sustainability of the self-advocacy movement in Victoria. AMIDA provides Human Resources management, Finance and Policy support for SARU and a number of self advocacy projects. SARU has successfully operated for 17 years supporting and resourcing self advocacy groups for people with intellectual disability, acquired brain injury and complex communication needs. 

AMIDA is funded by the State Government via DFFS and the Office for Disability and the Federal Government via Department of Health, Disability and Ageing
 
The Role
This role is responsible for developing and updating policy for AMIDA and SARU. It is responsible for ensuring that AMIDA and SARU have in place policies that deliver on AMIDA’s aims and values for individuals and self advocacy groups for people with intellectual disability, acquired brain injury and complex communication needs. 

The role is responsible to ensure AMIDA and SARU meet all their compliance obligations in relation to AMIDA’s funding, and its responsibilities as an employer and to government regulators and departments and works with staff to ensure these responsibilities are understood and met. It plays a key role being across and responding to changes in regulations, standards and reporting that impact AMIDA’s and SARU’s work.

The role will assist and provide advice to the AMIDA Manager, SARU Coordinator and Self Advocacy Group Projects Manager in relation to Human Resources (HR) issues. 

A key characteristic of the role is to incorporate the principles of self advocacy and the lived experience of people with a disability into the policies and practices of AMIDA and SARU.

Reporting & Governance
The AMIDA Policy & Compliance Manager reports to the AMIDA Manager who provides direction, support and advice. The position works closely with the AMIDA and SARU Managers in the development of policy. The position reports as required to the AMIDA management committee and SARU management group on policy, compliance and HR matters.

Remuneration
This is a fixed term part time position of 3 days per week for up to 2 years. Renumeration is as per the Social and Community Services SCHCADS award, Level 6, plus 12% superannuation. The wage rate is currently $55.72 - $58.19 per hour depending on skills and experience. AMIDA also has a Conditions of Employment policy which includes some above award conditions.

Location
The AMIDA office is on the first floor Ross House, 247 Flinders Lane, Melbourne. Travel maybe required for offsite meetings and other appointments. Some working from home time can be negotiated. 

Key Responsibilities

Policy development

· Working with the AMIDA and SARU managers to develop and update organisational policies that reflect AMIDA’s values in relation to inclusion, lived experience and the principles and practice of self advocacy

· Ensure there is meaningful and effective consultation in regards to policy development

· Ensure there is effective communications in regards to both new and established policy and that inclusive training is delivered as required so that policy is well understood and implemented across the organisation

· Identify and address any policy gaps within AMIDA

· Be across changes in government policy and regulations that may impact the work of AMIDA and SARU and ensure that the AMIDA & SARU managers, the AMIDA Management committee and SARU management group are across these changes and their implications.

· Be across the regulatory obligations of AMIDA and ensure these are well understood by staff and that they are being met. Assist staff and provide training where required to meet these obligations

· Be across AMIDA’s HR responsibilities, the award and HR best practice. Induct new staff with staff management responsibilities into AMIDA’s HR systems and processes. Provide advice to AMIDA and SARU managers around difficult HR issues

· Provide training and, where requested by the AMIDA or SARU manager, mentoring to staff with staff management responsibilities

· Assist the AMIDA manager with their management duties as needed

· Ensure AMIDA policy and HR practices are inclusive, and that decision making and communications operates in line with self advocacy principles 

· Assist where requested by the AMIDA or SARU managers in resolving governance issues for self advocacy groups that AMIDA works with

· Provide strategic input and advice across SARU & AMIDA as required

Governance

· Attend as required the AMIDA Management Committee and SARU Management Group to discuss policy, compliance or HR issues.

Key selection criteria

· Demonstrated experience in developing organisational policy through consultative and inclusive processes.

· Demonstrated experience in successfully rolling out new policy across an organisation including the development of communications and training

· Demonstrated experience in HR including an understanding of the Industrial relations environment, the SCHCADS award and HR best practice

· An understanding of the regulatory environment for community based disability services and demonstrated experience in assisting an organisation to meet their regulatory responsibilities

· Demonstrated understanding of self advocacy principles, inclusive practice and participatory decision making

· Experience working in the self-advocacy sector and demonstrated ability to connect with and resource people with an intellectual disability, an acquired brain injury and complex communication needs

· Demonstrated ability to design and provide effective and inclusive training and mentoring.

· Demonstrated effective collaborative and inclusive work practices

· Demonstrated understanding of the range of accessible communication formats

· Excellent written and verbal communication skills and practice

· Ability to be both self-motivated and work effectively as part of a team to achieve outcomes

Interviews will be based on the Key Selection Criteria.
AMIDA is an equal opportunity employer and encourages people with a disability to apply. 
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