  
Position Description 
 
Title:  
 
 
Team Leader Access and Inclusion  
Position No:  
 
B24023 
Classification:
 
 
Band 7  
Status:
 
 
 
Permanent, Full-time 
Hours:
 
 
 
38
 hours per week
 
Division: 
 
 
City Sustainability and Strategy  
Department:  
 
Equity and Climate 
Location:
 
 
 
274
 Gower Street, Preston 
 
 
 

Position Objectives: 
 
The Team Leader Access, Inclusion and Diversity sits within the Equity and Climate Department and strengthens Council’s ability to address discrimination and disadvantage and respond equitably to the diverse needs of the Darebin community. The position leads a team to advance Council’s work in portfolios such as access and inclusion for people with disability and LGBTIQA+ communities and their support networks.
 
The position is responsible for the development, implementation and evaluation of various action plans that are guided by the Our Darebin Council Plan 2025-29 and the Towards Equality - Darebin City Council’s Equity, Inclusion and Human Rights Framework 2019-2029. Within the Equity, Inclusion and Wellbeing Unit there are a variety of plans, this position is responsible for coordinating the Darebin Disability Access and Inclusion Plan, Darebin LGBTIQA+ action plan, and other project plans as required and will work within an intersectional framework.
 
 
Reporting Relationships: 
 
This Position Reports To: Coordinator Equity, Inclusion and Wellbeing 
	Positions Reporting to This Position: 	 	 	 
· Community Development Officer - Access and Inclusion  	 
· Community Development Officer - Access and Inclusion 
· Project officers and casuals as required 	 
Internal Relationships: All employees across Council; Advisory Committees  
External Relationships: Other Government departments; Funding Partners; Community organisations; Community members, members of the public and stakeholders. 

Key Responsibilities and Duties: 
 
· Coordinate the development, implementation and evaluation of the Darebin Disability Action Plan and associated annual plans in collaboration with Council’s disability access and inclusion team, internal departments and Council service Units and key stakeholders.
· Lead a small team of disability access and inclusion officers, and project officers as required to ensure development and delivery of priority action plans.
· Coordinate the development, implementation and evaluation of Darebin’s LBTIQA+ Action Plan in collaboration with the Unit, allied colleagues and Council service Units, and key stakeholders.
· Develop and support the implementation of social inclusion, social justice, human rights strategies and programs that assist Council to respond to the needs of its diverse community in an equitable and inclusive way.
· Support organisational practices to embed equity, access and inclusion and human rights considerations into policy development, project planning and service delivery through Equity Impact Assessment/Gender Impact Assessment and other processes including community engagement.
· Research and prepare high quality briefing papers, policy documents and reports leading to informed decisions; provide evidence-based recommendations to the Coordinator Equity Inclusion and Wellbeing, Manager Equity and Climate, General Managers, Executive Leadership Team (ELT) and Council.
· Provide expert advice and guidance on matters related to equity, inclusion, human rights and accessibility for Equity Impact Assessments and Gender Impact Assessments on Council policies and programs.
· Facilitate relevant Council Advisory Committees including Disability Advisory Committee, LGBTIQA+ Advisory Committee as determined by Council.
· Lead the implementation, monitoring and evaluation of actions within the Our Darebin Council Plan 2025-29 including other strategic documents.
· Manage the operational budget in alignment with Council’s financial planning processes, including effective monitoring to meet targets, oversight of purchasing in accordance with policies, and identify and apply for external grants.
· Produce high quality submissions, position papers and, where relevant, grant applications.
· Build and maintain effective working relationships internally and provide advice and input into the development of policy, procedures and strategies.
· Produce high quality submissions, grant applications, policy advice informed by data, evidence and research; monitor and analyse trends, build strategic partnerships and support inclusive practices across Council.
· Other duties as directed within the skills and capabilities of a position at this level. 
 



 
Accountability and Extent of Authority: 
The incumbent is accountable to the Coordinator Equity, Inclusion and Wellbeing and is responsible for achieving and maintaining a high standard in the development and delivery of policy and projects. The incumbent is accountable for 
 
· Championing Toward Equality - Darebin City Council’s Equity, Inclusion and Human Rights Framework 2019-2029 and Equity Impact Assessment across Council.  
· This position has direct responsibility for the implementation of Council’s Disability Access and Inclusion Plan, a requirement under the Disability Act 2006.  
· This position has direct responsibility for the development and implementation of Council’s LGBTIQA+ Action Plan.   
· The provision of high-quality guidance and advice to a range of internal and external stakeholders. 
· The research, collation and analysis of data for projects considering future forward-planning and policy recommendations, reports and presentations.  
· The incumbent has authority to make informed decisions, in conjunction with the 
Coordinator Equity, Inclusion and Wellbeing, that may have an impact on disability access and inclusion matters and LGBTIGA+ matters.  
· Under clear guidelines from the Coordinator Equity, Inclusion and Wellbeing, the position has authority to make decisions related to the annual budget. 
· Day-to-day management of the team. 
 
Judgement and Decision Making: 
The incumbent will determine appropriate courses of action and make recommendations with guidance and support from the Coordinator Equity, Inclusion and Wellbeing regarding human rights, access and inclusion, and social justice issues. 
 
· The role will require a significant amount of problem-solving and the identification of potential options and solutions before recommending an outcome. 
· The role operates autonomously and is required to make day-to-day decisions in regard to issues that require a high level of problem-solving skills and analysis of a range of options before making decisions and recommendations.  
· The role is responsible for making decisions on necessary expenditure and providing formal recommendations to the Coordinator Equity, Inclusion and Wellbeing. 
 
Specialist Skills and Knowledge: 
· We encourage applications from people with lived experience. 
· Knowledge and understanding regarding equity, diversity and inclusion policies and frameworks and how they impact on a local government setting. Contemporary thought and ongoing development of equity, inclusion and wellbeing policy knowledge will also be necessary for the work in this position 
· Recent and substantial experience in diversity policy planning and project implementation.  
· Understanding of the long-term goals and values of the organisation, as well as the external environment, including the legal and political context in which Council operates. 
· Ability to seek input from and gain the co-operation of a wide cross section of interests and formulate appropriate policies and strategies. 
· Knowledge and understanding of the legislated environment impacting on Council’s responsibilities and obligations in relation to human rights, disability access and inclusion, anti-discrimination and social cohesion strategies. 
· Demonstrated analytical thinking skills and the ability to take initiative and implement innovations.  
· Ability to prepare briefs, manage consultants and be familiar with the principles and practices of budgeting with minimal supervision. 
· Understanding of budgeting and financial concepts and methods. 
· Ability to co-ordinate multi-disciplinary projects with minimum supervision. 
· Broad knowledge of computer applications including databases, Microsoft Word, Excel, PowerPoint and Outlook. 
· Bi-lingual skills would be an advantage. 
 
Management Skills: 
· Day-to-day management of access and inclusion officers and other staff as appropriate. 
· Demonstrated ability to plan, prioritise, and organise work, both on an individual and team basis within set timelines and in an environment of change and conflicting demands. 
· Well-developed skills in managing time to meet targets and deadlines. 
· Ability to work in, and manage, a flexible and changing environment. 
· Ability to set and achieve goals and objectives. 
· Effectively coordinate often complex tasks simultaneously. 
· Ability to facilitate meetings with diverse stakeholders. 
· Highly developed evaluation, analytical and problem-solving skills. 
· Ability to prepare and present reports, submissions and other strategic documentation accurately, to a high standard and on time. 
· Excellent written and oral communication skills, and ability to prepare information for a variety of audiences.   
 
Interpersonal Skills/ Personal Attributes: 
1. Strong strategic thinking skills and abilities with evidenced application. 
2. Strong political acumen with the ability to build relationships and gain high levels of support through utilisation of collaborative engagement and supportive techniques. 
3. Strong leadership abilities and demonstrated experience in leading multidisciplinary teams.
4. Demonstrated strong collaboration and influencing skills through effective engagement with departments and stakeholders to drive shared outcomes and strategic alignment. 
5. Sound ability to communicate and negotiate with a diverse range of internal and external stakeholders including an ongoing commitment to customer service. 
6. A high level of integrity, personal drive, resilience and self-awareness. 
7. Empathy and cultural awareness - demonstrated ability to build trust and rapport with diverse community members and groups. 
8. Teamwork – Demonstrated ability to actively contribute to a diverse team. 
 
 





Qualifications, Certificates, Licences, and/or Experience: 
· A tertiary qualification in Social Sciences, Health Sciences, Welfare Services, Disability Services, Community Development or Social Policy plus at least 5 years relevant experience in policy and strategy development, project planning and delivery. 
· A current employee Working with Children Card.  
Key Selection Criteria: 
1. Demonstrated experience in developing, implementing and evaluating strategic frameworks, policies and action plans that advance equity and inclusion within an intersectional approach – particularly for people disability and LGBTIQA+ communities within a local government context.
2. Demonstrated experience in leading multidisciplinary teams with the ability to foster inclusive environments and champion cross departmental and unit collaborations.
3. Demonstrated understanding and ability to interpret relevant State and Federal policy frameworks, legislation, local services agencies and networks in relation to disability, human rights, and antidiscrimination laws and strategies.  
4. Experience advising senior leaders and organisations on access, diversity and inclusion matters.
5. Excellent project management skills including the ability to organise, plan, budget and supervise projects involving multiple partnerships and coordinate projects with competing priorities. 
6. Demonstrated ability to collate, analyse, and interpret data from a variety of sources to prepare high standard reports, presentations and recommendations for projects and policy. 
7. Experience in managing operational budgets, monitoring financial performance and overseeing purchasing in line with Council policies. 
 
 
 

 
 
 
 
About Darebin 
 
Located in the northern suburbs of Melbourne, covering an area of around 53 square kilometres of land and encompassing the areas of Bundoora, Kingsbury and Macleod, Fairfield and Alphington, Northcote, Preston, Reservoir, Coburg and Thornbury.  
 
The city has one of the largest populations of Aboriginal and Torres Strait Islander residents in metropolitan Melbourne and is home to one of the largest, most diverse communities anywhere in the State in terms of cultures, language, religions, gender, age, abilities, socio-economic background, employment status, occupation, and housing needs. One in five Darebin residents is affected by a disability, and almost one-third of these residents require assistance with daily living.  
 
Council has a clear commitment to equity, diversity and inclusion in all that it does. We acknowledge the role that a workforce reflective of the community plays in delivering services and programs; we recognise that in order to meet the needs of the diverse community we serve; we need a diverse workforce with special knowledge and skills. This means that a high-quality workforce, skilled in diversity, equity and inclusion principles and practice, is central for Council to deliver responsive, accessible, equitable and inclusive services across the municipality.   
 
We are an Equal Opportunity Employer and do not discriminate in our selection and employment practices on the basis of race, colour, religion, sex, national origin, political affiliation, sexual orientation, gender identity, marital status, disability, genetic information, age, membership in an employee organisation, or other non-merit factors. We are committed to providing a safe working environment that embraces and values child safety, and thorough ‘Safety Screening’ processes apply. For all other information regarding the City of Darebin, including our Profile, our Diverse Community, our Values, the Council Plan 2021-2025, Equal 
Opportunity Employment, Disability Access and Inclusion, the Victorian Charter of Human 
Rights, and Risk Management, visit our website:  www.darebin.vic.gov.au
Our Values 
 
	We Are Collaborative 
· We are united by a common purpose to serve the Community. 
· We work together, connecting within our teams and across the organisation.  
· We are inclusive and collaborative. 
· We are One. 
 
	We Have Integrity  
· We act with Integrity and transparency in conversations and decision making. 
· Through open and clear communication, we build trust.  
· We are honest. 
· We walk the talk. 
 

	We Are Accountable 
• 	We are empowered to own and take responsibility for our actions. 
	We Show Respect 
· We are diverse, inclusive, respectful and caring. 
· We encourage everyone to have a voice and we 


· We follow through on our commitments and deliver 	listen to each other. 
	on our promises. 
• 	We make it happen 
	· We recognise one another’s contributions and treat people fairly.  
· We look after each other.  
 

	We Are Creative 
· We are bold, courageous and innovative. 
· We try new things, experiment and continuously improve.  
· We are open-minded, creative and forwardthinking. 
· We are leaders.  
 
	We Make a Difference 
· We are driven by our desire to make a difference for the people we serve.  
· Our work is purposeful and creates a positive impact for the community. 
· We are proud to work here. 
· Our work matters.  
 


 
Occupational Health & Safety 
 
To achieve our desired outcome, you will: 
· Comply with the Occupational Health and Safety Act, related Regulations and defined OH&S policies, procedures, safety rules and Safe Working Procedures and implement and monitor the organisation’s OH&S policies, procedures, safety rules and programs in the relevant work area to achieve and maintain OH&S standards. 
· Monitor health and safety performance and rehabilitation performance within your area of responsibility and initiate actions to improve health and safety, including facilitating rehabilitation of injured workers. 
· Review any health and safety related reports and take appropriate action to resolve safety issues. 
· Ensure consultation with employee health and safety representatives, particularly on any workplace changes that have health and safety implications. 
· Actively monitor the workplace to determine presence of hazards and take appropriate action to rectify any hazards found. 
· Ensure all employees understand their legal obligation under the OH&S Act and that they receive regular training to perform jobs safely. 
 
 
 
 
 
 
Child Safe - Statement of Commitment 
Darebin City Council prides itself on being a child safe organisation with zero tolerance for child abuse.  We recognise our legal and moral responsibilities to keep children and young people safe from harm; we promote their health and well-being and support their best interests. 
We have policies, procedures, and training in place that support our leadership team, employees and volunteers to achieve these commitments. 
We create environments where all children, including children with a disability, Aboriginal children, and children from cultural and linguistically diverse backgrounds, have a voice - they are listened to, their views are respected and they contribute to how we plan for, design and implement our services and activities. 
As a condition of employment, the successful candidate is expected to sign the Safeguarding Children Code of Conduct confirming that they have read and understood and agree to act in accordance.  
 
Other Relevant Information: 
 
In accordance with the Australian Fair Work Act 2009, protection from unfair dismissal is subject to a minimum six-month period of employment. 
 
The successful candidate will be required to provide proof of Australian Citizenship or residency status, (including at least a birth certificate or passport), and proof of identity, (Medicare card and/or current driver’s licence).  
 
This position requires a Health Declaration and/or Functional Capacity Assessment prior to an offer of employment being made. (delete if not applicable) 
 
This position requires a satisfactory Police Check result prior to an offer of employment being made.  
 
This position requires an employee Working with Children Card.  
 
A Zero Blood Alcohol Level is required at all times.  
 
The Council issued uniform and protective clothing must be worn if required as part of this position. 
 
Council requires all employees to be fully vaccinated against COVID-19 as outlined in the Staff Covid-19 Vaccination Policy.  
 
The successful applicant will be provided with all relevant tools and equipment to undertake the inherent requirements of the role. All tools and equipment must be returned to the direct Manager upon cessation of the role. 
 
Darebin City Council is an equal opportunity employer committed to providing a safe working environment that embraces and values child safety, diversity, and inclusion. We encourage applications from Aboriginal or Torres Strait Island people, people with disabilities and culturally and linguistically diverse backgrounds. If you require support or advice with your application, contact the People and Culture team via peoplepractices@darebin.vic.gov.au. Reasonable adjustments can be negotiated.  
 
 
 
 
Inherent Physical Requirement 
 
	Position Number & Title: B24023 Access and Inclusion Policy Lead 
	
	

	Work Area: Equity, Inclusion and Wellbeing 
	
	

	Summary Tasks: policy development, planning, project management, team leadership etc 
	
	

	Physical demands of the task and % of time allocated   
 
	Rarely 1-10% 
	Occasional 11-33% 
	Frequent 34-66% 
	Constant 67-100% 

	Sitting 
	 
	 
	 
	x 

	Standing 
	 
	x 
	 
	 

	Walking 
	 
	x 
	 
	 

	Steps/ stairs 
	 
	x 
	 
	 

	Squatting 
	x 
	 
	 
	 

	Kneeling 
	x 
	 
	 
	 

	Looking Up 
	 
	x 
	 
	 

	Looking Down 
	 
	x 
	 
	 

	Bending spine forwards 
	 
	x 
	 
	 

	Twisting spine to side e.g. during meetings to view team members 
	 
	x 
	 
	 

	Bending spine backwards 
	x 
	 
	 
	 

	Working with one or both hands above shoulder height 
	x 
	 
	 
	 

	Reaching forwards or sideways > 30cm from the body 
	 
	x 
	 
	 

	Gripping or grabbing 
	 
	 
	x 
	 

	Fine hand coordination e.g. for computer keying 
	 
	 
	 
	x 

	Lifting floor-waist 
	 
	x 
	 
	 

	Lifting at waist height 
	 
	x 
	 
	 

	Lifting waist overhead 
	x 
	 
	 
	 

	Carrying 
	 
	x 
	 
	 

	Pushing e.g. of trolleys 
	 
	x 
	 
	 

	Pulling e.g. of trolleys 
	x 
	 
	 
	 

	Exerting force with one hand or one side of body e.g. when hole punching / stapling 
	 
	x 
	 
	 

	Exerting force in an awkward posture 
	x 
	 
	 
	 

	Holding, supporting or straining 
	x 
	 
	 
	 

	Other 
	 
	 
	 
	 


 
 
 
 
 
 
 
 
 
 
 
DECLARATION 
Darebin City Council acknowledges and respects the privacy of individuals. A medical examination may be required to ensure that you are placed in a position in which the duties required are safety within your capacity.  
For some physical or outdoor positions, an additional functional capacity examination may be required.  
You are required under Section 41 of the Workplace Injury Rehabilitation and Compensation Act 2013 (“the Act”) to disclose all pre-existing injuries or diseases suffered by yourself and which you are aware may be affected by the nature of the proposed employment.  
The failure to disclose, or making a false or misleading disclosure, of a pre-existing injury or disease means that any recurrence, aggravation, acceleration, exacerbation and deterioration of the pre-existing injury or disease as a result of employment with Darebin City Council does not entitle you to compensation under the Act. 
I have read and understood this position description and declare that I am fit and able to perform the inherent requirements of the position outlined within. 
 
NAME:  ___________________________  SIGNATURE:  ___________________________________ 
 
DATE: ___________ 
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