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Position Description Manager Wendouree
Position Title				Manager - Wendouree Neighborhood Centre Inc
Position Reports to			Committee of Management
Supervisors	Staff, Contractors, Volunteers (including obligated volunteers and student placements)
Location 				Wendouree
Funding Source 			Neighborhood House Coordination Program
Required Skills			Management and Busienss Leadership
Employment Type			Permanent, Part Time
Award and Classification		Neighborhood Houses & Adult Community Education Collective Agreement 2024 Schedule 3B - Level 7a
Last updated	July 2026
Committee Foreword
The Committee of Management recognises the Manager as the organisation's principal employee and strategic leader. This Position Description establishes the Committee's expectations of the role, defines delegated authority and provides the foundation for recruitment, induction, performance development and organisational accountability. It is intended to be read as a governance document rather than simply a statement of duties.
Organisation Profile
Wendouree Neighbourhood Centre Inc. is a community-managed, not-for-profit organisation that exists to strengthen community through participation, lifelong learning, volunteering and community development. The Centre works alongside residents, government, education providers, businesses and community organisations to create opportunities that reduce social isolation, build individual capability and strengthen community resilience.
Vision
A connected, inclusive and resilient community where every person has the opportunity to participate, learn and thrive.
Mission
To enrich our community by providing opportunities to connect, participate and learn through inclusive programs, partnerships and community leadership.
Values
Respect: We treat every person with dignity and value diversity.
Integrity: We act ethically, transparently and responsibly.
Inclusion: We welcome everyone and remove barriers to participation.
Collaboration: We build partnerships that strengthen community outcomes.
Learning: We encourage lifelong learning, innovation and continuous improvement.
Accountability: We are responsible stewards of community resources.
Community Development Framework
The Centre operates within a community development framework that empowers people to identify local priorities, build capacity and actively participate in shaping their community. Programs are designed to respond to emerging need, promote inclusion and create sustainable community outcomes through collaboration rather than service dependency.
Position Overview
	Position
	Manager

	Reports To
	Committee of Management

	Responsible For
	Employees, volunteers, contractors, tutors and placement students

	Employment
	Permanent Part-Time

	Award
	NHACE Collective Agreement 2024 – Schedule 3B Level 7

	Primary Purpose
	Strategic and operational leadership

	Delegated Authority
	As determined by the Committee of Management

	Location
	Wendouree Neighbourhood Centre


Purpose of the Position
The Manager provides authentic, values-based leadership on behalf of the Committee of Management and is accountable for the effective stewardship of the organisation. The position integrates governance support, strategic planning, financial sustainability, workforce leadership, community engagement, risk management and continuous improvement to ensure the Centre delivers measurable outcomes for the communities it serves. The Manager is expected to exercise sound judgement, build collaborative partnerships, provide high-quality advice to the Committee and lead a culture characterised by integrity, innovation, accountability and respect.


Organisational Relationships
Committee of Management – strategic governance, accountability and organisational direction.
Employees and Volunteers – leadership, coaching, wellbeing and organisational capability.
Community Members – responsive engagement, participation and service development.
Funding Bodies – funding agreements, reporting and accountability.
Neighbourhood Houses Victoria, CHANH and sector partners – collaboration, advocacy and professional practice.
Government, education providers and community agencies – partnerships that improve community outcomes.
Guiding Principles
The Manager will distinguish between governance and management, respecting the strategic role of the Committee while exercising delegated authority responsibly. Decisions will be evidence-informed, aligned with organisational values and focused on long-term community benefit, organisational sustainability and continuous improvement.
Strategic Leadership
Purpose
Provide authentic, values-based leadership that translates the Committee's vision into sustainable organisational outcomes while fostering innovation, accountability and continuous improvement.
Key Responsibilities
Lead implementation of the Strategic Plan, Business Plan and annual operational priorities.
Identify emerging opportunities, risks and sector trends and recommend strategic responses.
Develop a culture focused on collaboration, innovation, inclusion and service excellence.
Ensure organisational decisions reflect the Centre's values and community development philosophy.
Monitor organisational performance and report progress against strategic objectives.
Expected Outcomes
Strategic priorities are delivered within agreed timeframes.
Staff understand organisational direction and contribute to shared goals.
Continuous improvement is embedded across the organisation.
Committee Expectations
Receive regular strategic performance reports.
Receive timely advice on emerging opportunities and organisational risks.
Attend and represent the organization in a professional capacity both with internal and external stakeholders
Governance & Committee Support
Purpose
Act as the principal advisor to the Committee of Management by providing accurate, evidence-based information that supports effective governance and informed decision-making.
Key Responsibilities
Prepare high-quality reports, briefing papers and recommendations.
Implement Committee resolutions and monitor progress.
Maintain governance policies, registers and statutory records.
Coordinate strategic planning, policy review and governance improvement activities.
Ensure compliance with legal, funding and regulatory obligations.
Expected Outcomes
Committee decisions are implemented efficiently.
Governance documentation remains current and compliant.
High standards of transparency and accountability are maintained.
Committee Expectations
The Committee receives reliable operational, financial and governance information.
The Committee is supported to fulfil its statutory responsibilities.
Community Leadership & Development
Purpose
Lead initiatives that strengthen community participation, reduce social isolation and respond to emerging community needs through collaborative, evidence-informed practice.
Key Responsibilities
Facilitate community consultation to identify priorities.
Develop inclusive programs that support learning, wellbeing and participation.
Strengthen relationships with community organisations, education providers and local government.
Promote volunteering and community leadership opportunities.
Expected Outcomes
Programs reflect demonstrated community need.
Participation and community engagement continue to grow.
Partnerships strengthen local community capacity.
Committee Expectations
The Centre is recognised as a trusted community leader and partner.
Financial Stewardship & Business Development
Purpose
Safeguard the long-term financial sustainability of the Centre through prudent resource management, strategic planning and diversified income generation.
Key Responsibilities
Develop and monitor annual budgets and financial forecasts.
Ensure accurate financial reporting and effective internal controls.
Identify grant, sponsorship and partnership opportunities.
Oversee acquittals, procurement and responsible expenditure.
Support marketing and business development initiatives aligned with the Strategic Plan.
Expected Outcomes
Financial sustainability is maintained.
Funding obligations are met.
New income opportunities are actively pursued.
Committee Expectations
The Committee receives timely financial advice and early notification of financial risks.
Risk Management, Quality & Compliance
Purpose
Maintain a proactive organisational approach to risk, quality assurance and legislative compliance that protects the Centre, its people and its reputation.
Key Responsibilities
Maintain the organisational risk register and business continuity planning.
Ensure compliance with Child Safe Standards, WHS, privacy and funding agreements.
Lead policy review and continuous quality improvement.
Promote a culture of ethical practice, safety and accountability.
Expected Outcomes
Legislative and contractual compliance is maintained.
Organisational risks are identified and managed.
Quality systems support continuous improvement.
Committee Expectations
Material risks are reported promptly with recommended mitigation strategies.
People & Culture Leadership
Provide authentic and values-based leadership that develops organisational capability through effective recruitment, induction, supervision, coaching, succession planning and performance development. Foster an inclusive workplace culture that promotes collaboration, wellbeing, accountability, innovation and continuous learning while ensuring employees and volunteers are supported to contribute to the Centre's strategic objectives.
Recruit, induct and retain capable employees and volunteers.
Provide regular supervision, coaching and constructive performance feedback.
Support workforce planning and succession planning.
Promote diversity, inclusion, cultural safety and employee wellbeing.
Address workplace issues promptly, fairly and respectfully.
Volunteer Leadership
Recognise volunteers as essential contributors to community development by creating meaningful opportunities for participation, learning and leadership.
Develop volunteer recruitment and retention strategies.
Provide appropriate induction, supervision and recognition.
Ensure volunteers work within safe and clearly defined roles.
Program Quality & Adult Learning
Ensure all programs reflect community need, funding requirements and the principles of lifelong learning, inclusion and continuous improvement.
Monitor participation and program outcomes.
Evaluate effectiveness using participant feedback and evidence.
Support innovation in program design and delivery.
Ensure compliance with funding and reporting obligations.
Leadership Capability Framework
	Capability
	Leadership Behaviour


	Strategic Thinking
	Anticipates future opportunities, manages complexity and aligns resources with strategic priorities.

	Community Leadership
	Builds trusted relationships and strengthens community capacity.

	People Leadership
	Develops capability through coaching, mentoring and empowerment.

	Governance
	Understands the distinction between governance and management and supports effective Committee decision-making.

	Financial Stewardship
	Uses organisational resources responsibly and promotes long-term sustainability.

	Communication
	Communicates clearly, respectfully and transparently with all stakeholders.

	Innovation
	Encourages continuous improvement and embraces new ideas.

	Collaboration
	Works constructively across organisations and sectors.

	Emotional Intelligence
	Demonstrates empathy, resilience, self-awareness and sound judgement.

	Ethical Leadership
	Acts with integrity, fairness, accountability and professionalism.


Key Selection Criteria
Relevant tertiary qualifications and/or demonstrated experience in business development.
A visionary leader with a strong track record as an advocate for community development and influencing public policy. 
Demonstrated executive leadership within a community, education, local government or not-for-profit environment.
Proven experience working effectively with a Committee or Board within a governance framework.
Highly developed strategic planning, financial management and business development capability.
Demonstrated success securing grants, partnerships and sustainable funding.
Strong people leadership skills including workforce development, coaching and performance management.
Excellent written communication including strategic reports, submissions and governance papers.
Demonstrated ability to build productive partnerships and represent an organisation professionally.
Commitment to community development, inclusion, Child Safe Standards and continuous improvement.
Professional Standards
The Manager is expected to uphold the highest standards of professional conduct and leadership. This includes compliance with organisational policies, confidentiality, privacy legislation, conflict of interest requirements, ethical decision-making and the responsible stewardship of public and community resources.
Mandatory Requirements
Current Australian Driver Licence
Employee Working with Children Check
National Police Check
Right to Work in Australia
Commitment to Child Safe Standards
Current First Aid Certificate (desirable)
Ongoing participation in relevant professional development
Employee Acknowledgement
I acknowledge that I have read and understood this Governance Position Description and accept the responsibilities, standards and expectations associated with the role. I understand that the document will be reviewed periodically and may be amended following consultation with the Committee of Management.
	Employee Signature
	

	Chair, Committee of Management
	

	Date
	

	Next Review
	July 2028



Document Control
	Document
	Manager -  Position Description

	Part
	Part 1 – Organisation & Strategic Context

	Organisation
	Wendouree Neighbourhood Centre Inc.

	Owner
	Committee of Management

	Classification
	NHACE Collective Agreement 2024 – Schedule 3B Level 7a

	Version
	3.0 Draft

	Review Cycle
	Biennially or as required

	Purpose
	Defines the strategic context, governance framework and purpose of the Manager role.
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