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POSITION DESCRIPTION – ORANA NEIGHBOURHOOD HOUSE MANAGER

Position Title: House Manager
Position Type: Permanent Part-time
Schedule: 26 hours per week
Probation period: 6 months
Wages and conditions: Neighbourhood House and Adult Community Education Collective Agreement 2024 SCHADS Level 7.1 dependent on experience 
Location: Orana Neighbourhood house 62 Coleman road Wantirna South

ORGANISATIONAL RELATIONSHIPS:
Reports to: Committee of Management
Supervision: All members of staff, including volunteers and sessional tutors
Internal liaisons: Community House users, Committee of Management
External liaisons: Government departments, Government and non-government agencies, community groups and community members.

About Orana:
Orana Neighbourhood House is a community managed charity found on the land of the Wurundjeri Woi Wurrung people of the Kulin Nation in Wantirna South. Orana Neighbourhood House provides a safe and welcoming place for our community to connect, learn and grow together works meeting our purpose of advancing mental health and preventing social isolation. At Orana, we continue to strive to support and meet our community needs by offering quality low-cost adult education and programs to improve well-being, creativity and social connection.
Orana operates to meet the emerging needs of our community including addressing social isolation and the need for accessible learning and wellbeing opportunities in a challenging time with cost-of-living pressures. The House is governed by a volunteer Board of Governance and is supported through a combination of program income, government funding, grants and partnerships.

Position objective
The House Manager is responsible to the Board of Governance for the operations, program development, people management and financial oversight of the organisation. 
This position oversees all operations and requires a strong understanding of community development practice combined with sound business and operational capability. This includes managing staff and volunteers, strengthening community connection, identifying emerging needs, maintaining governance and compliance standards, and expanding income generation to ensure the House delivers high-quality, inclusive and financially sustainable services for the local community.

Key responsibilities
1. Strategic management and governance support
· Work closely with the Board of Governance to implement and review Orana’s strategic direction, organisational priorities and annual operational plans.
· Provide timely, accurate and relevant reports, advice and analysis to support informed Board decision-making.
· Support the Board to meet its governance responsibilities, including policy review, risk oversight, AGM preparation, annual reporting and regulatory compliance.
· Maintain up-to-date policies and risk frameworks, including child safety, privacy, workplace health and safety, cyber and financial security.

2. Operational management
· Maintain and cultivate a warm and positive environment where all community members feel welcome to connect, learn and belong. 
· Lead the day-to-day operations of Orana Neighbourhood House within approved policy, budget and strategic settings.
· Provide leadership, support and direction to staff and volunteers, fostering a positive, collaborative and accountable team culture. 
· Oversee staff coordination, including work planning, performance, professional development, communication and adherence to organisational policies and procedures.
· Oversee administrative systems including enrolments, record keeping, data collection, student enrolment and reporting requirements for Adult Community and Further Education (ACFE) programs, communications and other reporting processes.
· Ensure the building and facilities are safe, welcoming and well maintained and comply with the Knox Council lease agreement.
· Drive continuous improvement in systems, processes and technology to improve service quality, efficiency, community engagement and satisfaction.
 
3. Community development and service delivery
· Advocate for the needs and interests of the local community and ensure community voices inform Orana’s planning, programs and priorities.
· Lead the planning, implementation and evaluation of a diverse annual program of educational, recreational, social inclusion activities that meet the changing needs of the community.
· Apply community development principles to strengthen participation, wellbeing, inclusion and community connectedness.
· Build pathways for participation and develop engagement plan for people from diverse backgrounds, including older adults, families, multicultural communities, people with disability and people experiencing disadvantage or social isolation.
· Ensure programs are appropriately costed, promoted, resourced and evaluated, with clear objectives and measurable outcomes.
· Monitor and evaluate organisational performance, community outcomes and progress against strategic and operational priorities, using data and community feedback to inform continuous improvement.

4. Financial management and income generation
· Prepare, manage and monitor the annual budget in partnership with the Treasurer, Finance and Compliance Specialist and the Board.
· Oversee income and expenditure, financial controls, budget forecasting and ensure accurate financial and compliance reporting.
· Identify, develop and diversify income streams through fee-for-service activity, grants, partnerships, sponsorship, philanthropy and other opportunities.
· Lead or oversee the preparation of grant applications, service agreements, acquittals and funding reports.
· Ensure funded programs and services are delivered in accordance with funding agreements, including required outcomes, reporting, data collection and acquittals.
· Balance financial sustainability with Orana’s commitment to affordability, access and community inclusion.

5. People and culture
· Recruit, induct, supervise and support staff, trainers, tutors and volunteers in line with legislation, awards, policies and good practice.
· Foster an inclusive, respectful and high-performing workplace culture with strong communication, accountability and wellbeing practices.
· Undertake performance development, staff appraisals, team planning and professional development coordination.
· Support a structured and meaningful volunteer program that recognises and strengthens volunteer contribution.

6. Partnerships, advocacy and promotion
· Build and maintain strong relationships with local government, schools, health and community agencies, neighbourhood house networks, funders and community stakeholders.
· Represent Orana professionally in networks, sector forums and community events.
· Promote Orana’s programs, services and community impact through marketing, communications, partnerships and local engagement activities.
· Identify and develop partnership opportunities that meet the changing needs of the community.
· Maintain a productive and professional relationship with Knox City Council, including meeting lease, funding, reporting and other contractual requirements.

7. Compliance, safety and accountability
· Ensure compliance with service and funding agreements, relevant legislation, Child Safe Standards and WorkSafe requirements.
· Maintain accurate and safe organisational records and data systems to support reporting, evaluation and decision-making and data security. 
· Oversee risk management, emergency planning and incident response processes.

Relevant Qualifications and Experience
· Relevant tertiary qualifications and/or significant experience in community development, social services, adult/community education, not-for-profit management or a related field
· Demonstrated experience in developing, coordinating and/or delivering pre-accredited adult education and community learning programs, including an understanding of relevant funding, compliance and reporting requirements.
· Demonstrated experience in managing or coordinating a community organisation, neighbourhood house, community centre or similar service environment.
· Experience in staff and volunteer supervision, program management, budgeting, grant applications and stakeholder engagement.
· Demonstrated understanding of community development principles and experience engaging with diverse communities and responding to local community needs.

Key Selection Criteria
· Demonstrated experience in leadership and operational management in a community-based, education or not-for-profit setting
· Experience leading staff and volunteers, building a positive team culture and supporting performance and development.
· Demonstrated ability to identify community needs and design, deliver and evaluate high-quality, inclusive programs.
· Ability to work effectively with a volunteer Board or governance body and to support sound governance practice.
· Demonstrated financial management capability, including budgeting, monitoring, reporting and managing resources responsibly.
· Strong experience in income generation, grant writing, funding compliance and developing financially sustainable service models.
· Demonstrated ability to build productive partnerships and represent an organisation professionally across community and government settings.
· Excellent written and verbal communication skills, with the ability to communicate effectively with staff, volunteers, Board members, community members, partners and government stakeholders.

Mandatory requirements:
· Current Working with Children Check (Victoria)
· National Police Check
· Current driver’s license
· Right to work in Australia
· Commitment to Child Safe Standards, WorkSafe obligations and organisational policies
· First Aid Certificate, or willingness to obtain
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