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Position Description
	Position Title:
	Needle & Syringe Program - Manager
	Approval Date:
	September 2026

	Authorised by:
	Senior Program Manager
	Review Date:
	September 2027



Our Vision:
A world in which everyone is thriving and well.
Our Purpose:
To make wellbeing easy.

Our Values:
Collaboration, Care, Courage, Innovation and Accountability.

	POSITION OVERVIEW:

	Job Purpose

	This position is responsible for leading the Needle and Syringe Program (NSP) for the Eastern Metropolitan Region of Melbourne (EMR), manage the Mobile Drug Safety and Community Health Outreach Program Eastern Region (CHOPER). The Manager is responsible for overseeing action in the primary and secondary NSP. They lead action that improves access to harm reduction information and service pathways for People who inject drugs (PWID). They build partnerships across the region, ensuring compliance with relevant guidelines and procedures, reducing stigma and raising awareness about harm reduction, while preventing the spread of blood borne viruses in the broader community. NSP services are currently provided from Box Hill (main site) and Eltham sites and outreach across the Eastern Metropolitan region

	Duties and Responsibilities
	NSP Leadership and Service Development
· Lead the development, implementation, evaluation, and continuous improvement of the NSP and CHOPER outreach services.
· Ensure programs operate in accordance with harm reduction principles, best practice, organisational priorities, and funding requirements.
· Stay up to date with, and strengthen alignment to, local, state and federal government policies, guidelines, regulations, evidence-based practice, and organisational priorities - ensuring compliance at all times.
· Identify emerging trends, service gaps, and opportunities for service development, innovation, and improvement.
· Drive innovation across NSP by identifying emerging opportunities, developing business cases, and pursuing grants and external funding to enhance service delivery and community impact.

People Leadership
· Provide day-to-day management and leadership for CHOPER outreach team and the Mobile Drug Safety Worker, fostering a strong, cohesive, and high-performing team committed to delivering quality services.
· Lead recruitment, induction, supervision, professional development, performance review, and performance management processes.
· Attend CHOPER outreach shifts to provide supervision, support reflective practice, monitor service quality, and identify opportunities for continuous improvement.
· Promote a positive team culture that supports staff wellbeing, collaboration, accountability, and professional growth.
· Coordinate and facilitate quarterly team meetings, including organising professional development opportunities.

Planning, Reporting and Evaluation
· Monitor, evaluate, and report on program activity, outcomes, and performance targets.
· Identify areas for improvement and implement evidence-informed changes to strengthen service delivery.
· Undertake evaluation activities in accordance with the Quality Improvement Program Planning System.
· Prepare and submit internal and external reports as required, including quarterly and annual reporting to Department of Health.
· Proactively contribute to healthAbility's strategic leadership and operationalising organisational plans. 
· Co-develop, monitor, and manage program budgets and support annual budget development in collaboration with the relevant Program Manager.

Stakeholder Engagement, Harm Reduction and Community Health
· Provide regional leadership, advice, advocacy, and specialist expertise on NSP and harm reduction issues.
· Build and maintain partnerships with NSP providers, health services, local government, and community organisations to strengthen service access, quality, and coordination.
· Represent healthAbility on relevant committees, working groups, and sector forums, contributing to sector development and reporting outcomes as required.
· Build sector, partner, and community capacity through training, education, and knowledge sharing.
· Lead health promotion and harm reduction initiatives that improve health, wellbeing, and access to services for people who inject drugs, including overdose prevention and naloxone distribution.
· Promote safe disposal and retrieval of injecting equipment in line with Safe Syringe Disposal Guidelines.
· Support equitable and culturally responsive service access for priority populations, including Aboriginal and Torres Strait Islander peoples, culturally and linguistically diverse communities, and young people.

Stakeholder Engagement, Harm Reduction and Community Health
· Provide regional leadership, advice, advocacy, and specialist expertise on NSP and harm reduction issues.
· Build and maintain partnerships with NSP providers, health services, local government, and community organisations to strengthen service access, quality, and coordination.
· Represent healthAbility on relevant committees, working groups, and sector forums, contributing to sector development and reporting outcomes as required.
· Build sector, partner, and community capacity through training, education, and knowledge sharing.
· Lead health promotion and harm reduction initiatives that improve health, wellbeing, and access to services for people who inject drugs, including overdose prevention and naloxone distribution.
· Promote safe disposal and retrieval of injecting equipment in line with Safe Syringe Disposal Guidelines.
· Support equitable and culturally responsive service access for priority populations, including Aboriginal and Torres Strait Islander peoples, culturally and linguistically diverse communities, and young people.

Quality, Risk and Governance
· Identify and manage program risks and lead continuous quality improvement activities across NSP and CHOPER services.
· Lead accreditation and quality assurance requirements, including the review, development, implementation, and operationalisation of relevant policies, procedures, and work instructions, including keeping the CHOPER manual up-to-date in line with best practice and emerging trends.
· Manage program related client complaints and feedback, including analysis of issues and implementing appropriate change and improvements.
· Ensure accurate data collection, documentation, and reporting systems are maintained. 
· Comply with all relevant legislation, standards, codes, and organisational policies and procedures.
· Actively participate in audits, reviews, and quality improvement initiatives to strengthen person-centred care and service outcomes.

Other Duties
· Undertake other duties consistent with the position as directed by the line manager.
· Participate in the healthAbility On-Site Manager roster and undertake associated responsibilities, including providing operational support, responding to incidents, supporting staff, and escalating matters as required.

Occupational Health and Safety (OHS)
· Take reasonable care for your own health and safety, and that of others.
· Follow workplace health and safety policies, procedures, and instructions.
· Report hazards, near misses, injuries, and unsafe practices promptly.
· Support a safe work environment, including compliance with emergency procedures.
General
· Undertake other duties as required from time to time.

	Qualifications
	Relevant degree or diploma, e.g. Community Development or related health or welfare field, such as: nursing, youth work, social work, AOD, allied health.
Current First Aid and CPR certification

	Key Selection Criteria (Skills, Experience and Qualifications required)

	Mandatory
	Minimum two years’ experience working in a management or leadership role
Minimum three years’ experience working in the community or primary health care sector with people who inject or use drugs. 
Experience working within a harm reduction framework 
Excellent communication, interpersonal and leadership skills, with the ability to effectively educate and engage diverse audiences 
Demonstrated ability to work collaboratively with internal and external diverse stakeholders and clients 
Proficiency in data analysis and reporting tools 
Familiarity with relevant health laws, regulations and ethical guidelines 
Ability to work independently with a high level of autonomy as well as part of a team
Current driver’s licence

	Desirable
	Post graduate qualifications in a related and relevant area particularly Health Promotion, Public Health, or Alcohol and Drug 

	KPIs/Performance Goals
	· Provide effective leadership, supervision, and performance management to NSP and CHOPER outreach staff, ensuring regular CHOPER supervision, training, and professional development occurs.
· Maintain a positive, collaborative, and high-performing team culture that supports staff wellbeing and retention.
· Ensure NSP and CHOPER service delivery targets and funding requirements are achieved.
· Monitor program performance and implement improvements to address identified service gaps or issues.
· Ensure all required activity, evaluation, Department of Health, and organisational reports are submitted accurately and within agreed timeframes.
· Maintain compliance with relevant legislation, standards, policies, procedures, and funding requirements.
· Ensure program risks, incidents, complaints, and quality improvement actions are managed effectively and closed within agreed timeframes.
· Develop and maintain effective stakeholder relationships that support service delivery and program outcomes.
· Contribute to organisational leadership activities, including participation in the On-Site Manager roster and Leadership Group initiatives.

	Service/Program
	Needle & Syringe Program

	Reports

		Job reports to
	Direct reports

	Prevention and Social Connection - Senior Program Manager
	Mobile Drug Safety Worker
Needle Syring Program Outreach (CHOPER) Team




	Award/Enterprise Agreement
	Health and Allied Services Managers and Administrative Officers Multiple EA 2022-2026
	Classification
	Grade 5



	Compliance Framework

	This position must comply with:
Aged Care Act 2024 
Aged Care Quality Standards 
NDIS Act 2013 and NDIS Practice Standards 
NSQPCH Standards
NSQDMH Standards 
Community Health Service Governance Policy Framework 
Child Wellbeing and Safety Act 2005 (Vic), 
Child Safe Standards (Ministerial Order No.1359), Children, Youth and Families Act 2005 (Vic).
OHS Act 2004 (Vic).
Privacy Act 1988 (Cth), 
Health Records Act 2001 (Vic).
Corporations Act 2001 
Public Interest Disclosures Act 2012 (Vic).
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