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Position Description

Position Title:			Assistant Manager, Hornsby Studio
Reporting To:			Studio Manager
Award:				SCHADS 
Hours:				38 hours per week
Location:				Hornsby Studio 



1.0 Position Purpose Summary
To develop and deliver disability services and supports, and manage the workforce and resources that assist people with disability to achieve their goals and aspirations.   It is important to note that the purpose of this position is not to provide a personal assistant to the Manager, but to be a proactive participant, and as appropriate, leader in the development and delivery of services and management of the workforce.

2.0     Organisational Values

Mission:  
Our vision is to continue to be the pre-eminent arts service for people living with disability and to provide an exceptional space for creativity and meaningful interaction.  Studio ARTES wishes to expand and grow to fulfil the dreams and aspirations of all people living with disability to accomplish, explore and achieve their potential.

Our Core Values:
· Inclusion
Studio ARTES supports members to exercise choice and participate in services delivery and direction.
· Equity
Studio ARTES is a place where all people can participate, regardless of their age or disability.
· Respect
Studio ARTES fosters an environment that promotes respect, regardless of age, disability, sexuality or cultural background.

3.0      Duties & /or Responsibilities

Financial Management

· Have an awareness of the budget, and impact of decisions on the financial performance of the Studio.

Service Management
.
· In the absence of the manager, action major incidents and breaches and consider actions from other breaches identified.  (NB CEO to be notified : to investigate and action reportable breaches & report to Board.  CEO also to be notified of any BSP issues)
· In conjunction with the Manager, oversee the performance/activities of Co-ordinators & PSP.s
· Awareness of rostering. 
· Maintain a keen awareness of any/all member behavioural issues, and any special staff training requirements.
· In the absence of the manager, management & administration of timesheets, & hours.  Oversite any timesheet disputes. 
· Work with Behaviour Support Coach (and Studio Manager) on challenging member behavioural issues.
· With Studio Manager, maintain contact with member families, from checking absences to major issues.  Ensuring any member/family contacts are entered into MYP.
· Work with Co-ordinators to ensure any progress notes & 1:1 notes are fully complete and NDIS quality standard. 
· Communication with Support Co-ordinators/Families/Carers in respect of plan reviews, ensuring appropriate Schedules of Support are maintained, Plan Review Reports are completed and charged.

Reporting

· Along with the Studio Management team, analysis of complaints, feedback, incidents & risk assessments and through the Managers’ meetings identify any continuous improvement required.  
· Support Report Writing as required.

Quality Management 

· Assist as appropriate, in ensuring that the Studio is being run in a constant “audit ready” manner.

Staff Management & Leadership

· Communicate and work with colleagues/managers to ensure consistent culture and services across the Studio.
· Supporting staff – anything from debriefing after an incident to checking in with them on a personal level.  (Co-ordinator & AM to work with manager to assist with supporting staff.)
· Assist with recruitment, induction,  performance management, & appraisals.  
· Fire warden duties, drills.

Grants 

· Application for and acquittal of grants as required.


4.0	Essential Position Requirements

•	NDIS Worker Screening Check
· Experience in leading teams in a community services environment
· A high level of confidentiality and privacy
•	Work cooperatively and collaboratively as part of a team
· Current Working with Children Check

Desirable Position Requirements	
· Australian Drivers Licence
· First Aid Certificate
 
5.0	General Responsibilities
•	Promote Studio ARTES in a positive way at all times
•	Exercise Duty of Care at all times
 Ensure service delivery complies with NDIS requirements
•	Ensure safe WHS practice is adhered to by staff
· Adhere to the Studio ARTES Code of Conduct and Ethical Behaviour
· Participate in and support the Studio ARTES Quality Management System 
· Identify opportunities for continuous improvement and take the required action
· Other duties as required
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