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POSITION DESCRIPTION 
   




	Position Title
	Miracle sMiles Manager 

	Employment Status
	Full-time, worked across four or five days. A compressed working arrangement may be available, subject to program requirements.

	Position reports to
	CEO

	Direct Reports
	Assistant Manager and three casual Miracle sMiles Coordinators

	Other Supervisory Responsibilities
	Miracle sMiles volunteers

	Primary Objectives
	· Lead the safe, effective, family-centred and culturally responsive delivery of the Miracle sMiles program (Victoria and interstate).
· Exercise a high level of professional judgement within established organisational policies, clinical advice, program protocols and delegated authority to ensure children and families receive coordinated, timely and appropriate support throughout treatment and rehabilitation.
· Lead and actively contribute to the day-to-day delivery of the Miracle sMiles program, including providing senior after-hours decision support and escalation in complex or high-risk situations and escalating matters to the CEO where required.

	On-call Requirements
	Participation in a shared after-hours on-call roster for periods when children are receiving treatment in Australia.

	Date 
	August 2026


Context

Children First Foundation enables disadvantaged children from developing countries to access life-saving and life-changing surgery and excellent medical care. We provide surgical care in Australia and children’s home countries and support the development of local surgical capacity.

This role is critical to the delivery of the Miracle sMiles program in Australia. The Miracle sMiles program supports children and a parent or guardian who travel to Australia for complex treatment and rehabilitation. Families are accommodated in child-safe settings such as Ronald McDonald House, while Children First coordinates care and support with hospitals, surgeons, allied health professionals, accommodation providers and other services. Most families stay in Melbourne or Adelaide, with other locations used where clinically required.

The Miracle sMiles Manager is accountable for the safe, effective and culturally responsive operation of the program across Australia. The role leads staff and volunteers (team), while remaining actively involved in supporting children and families, including at hospitals, appointments, accommodation locations and during airport transfers. The Manager oversees coordinated family-centred support, applies high-level judgement in complex situations, manages program expenditure and reporting, and ensures risks are identified and escalated appropriately.
This is a hands-on leadership role requiring health-sector experience, sound judgement, flexibility, clear professional boundaries and a practical, solutions-focused approach. The Manager works closely with the CEO, Fundraising Manager and Program Operations and Development Manager to support children’s health, wellbeing and safe return to their families and communities.
As the Miracle sMiles Manager, you indeed will have the opportunity to “make a difference” in disadvantaged children’s lives and their families.
HOURS/DAYS
This is a full-time, hands-on role that may be worked over four or five days. Flexibility is essential to support hospital admissions and discharges, airport arrivals and departures, medical appointments and other time-sensitive program requirements.

The Manager participates in a shared on-call roster with the Assistant Manager (50/50) when children are in Australia, providing after-hours decision support and escalation for urgent safeguarding, health or wellbeing matters. On-call responsibilities are governed by Children First’s On-Call Policy.

Some interstate travel and occasional weekend or public holiday work are required (not exceeding full-time hours).
LOCATIONS
This is a hybrid and mobile role combining work from home, weekly attendance at Children First’s Bourke Street office and regular on-site work at hospitals, accommodation providers, allied health services and other program locations.
A vehicle, including fuel and running costs, is provided for work-related travel, including transporting children and families.
DECISION-MAKING AND ESCALATION
The Manager makes day-to-day operational decisions within Children First’s policies, program protocols and delegated authority. Material safeguarding, health, legal, financial, reputational or systemic risks must be escalated to the CEO. 
Importantly, clinical treatment decisions remain the responsibility of the treating medical team.
PRIMARY ACCOUNTABILITIES

1. Children and families 
· Lead and model Children First’s values and Family-Centred Care approach, supporting parents and guardians to remain central to decisions and care concerning their child.

· Before each child’s arrival, review available information and consult relevant stakeholders to understand the child’s medical, physical, emotional, cultural and practical needs.

· Oversee coordinated, holistic support for children and families before and after surgery, ensuring medical, rehabilitation, emotional, cultural and practical needs are addressed.

· Manage relationships with accommodation and care providers, including Ronald McDonald House, to support appropriate placement, risk management and continuity of care.

· Personally provide, and coordinate team members and volunteers to provide, practical support to children and families, including orientation, transport, food shopping, use of household facilities and other day-to-day needs.
· Maintain day-to-day accountability for the safety, wellbeing and quality of program support provided throughout each family’s stay, escalating material, systemic or high-risk issues to the CEO.
2. Hospital, medical and rehabilitation 
· Oversee hospital, medical and rehabilitation coordination for children in the Miracle sMiles program, supporting safe, timely and appropriate access to services.
· Consistent with medical advice and rehabilitation goals, coordinate approved allied health supports, such as physiotherapy, speech pathology and prosthetics.
· Maintain an active, hands-on role in accompanying children and families to appointments, hospital admissions and discharges, and airport arrivals and departures, while exercising professional judgement about which activities may be appropriately delegated to suitably skilled team members or volunteers.
· Ensure appropriate non-clinical support is provided during hospital admissions, consistent with each child’s needs, Family-Centred Care principles and hospital requirements.
· Build and maintain effective relationships with surgeons, physicians, hospital administration, nursing teams, allied health professionals and other stakeholders.

· Participate in the Medical Review Panel, providing advice about the operational feasibility, risks, resource implications and support requirements associated with proposed   treatment plans.
3. Cultural and community support
· Lead culturally safe and responsive program delivery, supporting each child and family to maintain connection with their cultural identity, traditions, practices and faith.

· Build relationships with relevant community groups, cultural organisations and networks, and support the Assistant Manager to engage culturally aligned volunteers and community supports.
4. Child safeguarding

· Lead continuous improvement in child safeguarding across the Miracle sMiles program, including implementation of priorities arising from safeguarding audits and reviews.

· Ensure Miracle sMiles team members complete required screening, induction and training and comply with Children First’s Child Safeguarding Policy and Code of Conduct.

· In the capacity of Child Safe Officer, ensure safeguarding concerns and incidents are appropriately identified, documented, reported and managed in accordance with Children First’s policies and procedures.
· Ensure visitors and external attendees are appropriately authorised, briefed and supervised in accordance with safeguarding requirements.

· Escalate serious, systemic or organisational safeguarding risks immediately to the CEO.
5. Volunteers

· Oversee the Assistant Manager’s delivery of an effective volunteer program, including workforce planning, recruitment, screening, induction, training, rostering, supervision, recognition and retention.
· Oversee a diverse and reliable volunteer cohort, including volunteers with relevant language and cultural capabilities, and foster positive communication and relationships.
6. Leadership and program management
· Lead, supervise and develop the Miracle sMiles team across Australian locations, remaining actively involved in program delivery while setting clear expectations, delegating appropriately and maintaining accountability for team performance, program delivery and outcomes.
· Plan staffing and volunteer coverage, recruit team members as required and maintain effective rosters to meet program needs.

· Ensure program delivery complies with relevant legal, regulatory and organisational requirements within the role’s area of responsibility and maintain team understanding of applicable policies and procedures.

· Maintain oversight of each child’s progress, program records, data quality and reporting.

· Develop and manage the Miracle sMiles program budget in consultation with the CEO; monitor expenditure; approve expenditure within delegated authority; and ensure invoices are accurately recorded and processed in collaboration with the Finance Manager.

· Prepare Board reports, program reports and other documentation as required.

· Represent Children First, and the Miracle sMiles program in dealings with children, families, partners, suppliers and service providers, maintaining effective relationships and service quality.
7. Fundraising, media and public relations

· Work with the Fundraising Manager to collect and share children’s stories and images in accordance with informed consent, privacy and child safeguarding requirements.
· Identify and support appropriate media, public relations and speaking opportunities, referring all media enquiries to the CEO.
· Coordinate requests for, and acknowledgement of, pro bono or discounted services.
· Support children and families to participate safely and appropriately in fundraising events where required.

8. Other duties
· Undertake other reasonable duties consistent with the purpose, capabilities and level of responsibility of the position, as directed by the CEO.
KEY SELECTION CRITERIA

	Knowledge & Skills
	· A tertiary qualification in a relevant discipline, such as nursing, allied health or another relevant field, together with demonstrated experience in complex care or a comparable setting.

· Demonstrated experience leading, managing and developing staff, including delegation, performance oversight, remote or mobile-team management and capability development.

· Demonstrated professional judgement and risk-management capability in complex, sensitive or time-critical situations, including appropriate escalation and maintenance of professional boundaries.

· Strong knowledge and practical application of child safeguarding principles, screening requirements, incident response and safe organisational practice.

· Demonstrated ability to coordinate multidisciplinary stakeholders.
· Demonstrated ability to work respectfully and effectively with children and families from culturally and linguistically diverse backgrounds.

· Strong stakeholder-management skills and the ability to build trusted relationships with children, families, health professionals, accommodation providers, volunteers, community organisations and service providers.

· Highly developed written, verbal and interpersonal communication skills, including preparation of reports, presentations and program documentation for different audiences.

· Experience developing and implementing policies and procedures and embedding team understanding and compliance.

· Financial-management skills, including budget development, expenditure monitoring and approval of expenditure within delegated authority.

· Strong organisational and time-management skills, with the ability to manage competing priorities, respond to changing circumstances and deliver program outcomes.

· Confidence using contemporary digital systems, including Microsoft 365, reporting and collaboration systems.

· A current full Australian driver licence and willingness to transport children and families as required.

· Essential: Capacity to participate in an after-hours on-call roster, work flexible hours, travel interstate and occasionally work on weekends or public holidays.
Highly desirable:

· Current registration as a Registered Nurse is highly desirable, ideally with at least five years’ relevant experience; however, candidates with substantial, directly comparable health-program experience will also        be considered.
· Experience supporting children and families undergoing complex medical treatment, surgery or rehabilitation.
· Experience delivering Family-Centred Care and supporting parents and guardians to remain active, empowered participants in their child’s care.

· Experience working with surgeons and/or Ronald McDonald House.

	Personal Qualities
	· Strong commitment to Children First’s mission, values and child-safe culture.

· A calm, practical, ‘can-do’ and solutions-focused approach, with the confidence to make decisions and speak up when concerns arise.
· High levels of integrity, honesty, respect and self-awareness, with clear professional boundaries.
· A professional work ethic, initiative, openness to feedback and willingness to speak up to support ongoing improvement.
· Flexible and comfortable moving between strategic oversight, team leadership and direct practical support for children and families.
· An inclusive and collaborative leadership style that motivates others.


IMPORTANT INFORMATION

	Children First is a child-safe organisation, and our recruitment and selection practices reflect our commitment to the safety and protection of children. 
Appointment is subject to satisfactory outcomes from a Working with Children Check and National Police Check. The successful candidate must comply with, and sign, Children First’s Child Safeguarding Policy and Code of Conduct and participate in child safeguarding training.
Clinical scope: This position does not provide clinical direction or make treatment decisions. Through the Medical Review Panel, the Manager provides advice about the operational feasibility, risks, resource implications and support requirements associated with proposed treatment plans. During treatment and rehabilitation, the Manager monitors children’s wellbeing and emerging concerns and determines appropriate escalation pathways in accordance with program protocols and delegated authority. All clinical advice and treatment decisions remain the responsibility of the treating medical team or appropriate health service.
Children First is committed to a safe, inclusive and respectful workplace free from harassment, bullying and unlawful discrimination.
The nature of the proposed employment is described in this Position Description. Before commencing employment, you are requested to disclose any pre-existing injury or disease of which you are aware and which could reasonably be expected to be affected by the proposed employment. If you fail to disclose, or make a false or misleading disclosure, you may not be entitled to compensation for any recurrence, aggravation, acceleration, exacerbation or deterioration of that injury or disease arising from the employment, in accordance with section 41 of the Workplace Injury Rehabilitation and Compensation Act 2013 (Vic).
The responsibilities of this position may evolve in response to program and organisational needs. Any material changes will be discussed with the incumbent and will remain consistent with the purpose, level of responsibility and employment arrangements of the role.
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