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	JOB DESCRIPTION FORM

	POSITION DETAILS

	POSITION TITLE
	Refuge Manager

	LOCATION/S
	Fremantle

	SERVICE/PROGRAM
	The Lucy Saw Centre Association Inc. 

	EMPLOYMENT STATUS
	Permanent – Full-time

	AWARD/COLLECTIVE AGREEMENT
	Social Community Housing and Disability Services (SCHADS) Award 2010


	CLASSIFICATION
	SCHADS Level 8

	REPORTING RELATIONSHIPS

	Position reports to:	Operations Manager 

	Positions reporting to this Position: Refuge Employees

	PURPOSE	


	The purpose of the position is:

The Refuge Manager works with a high level of autonomy and professional judgement in managing refuge operations, complex service matters, employee performance, resources, risk and compliance. Overseeing refuge operations, ensuring high-quality service delivery, managing complex matters and maintaining compliance with organisational policies, funding agreements, relevant legislation and contemporary sector best practice.

Reporting to the Operations Manager, the Refuge Manager provides specialist leadership across service delivery, workforce management, financial and resource oversight, risk management, stakeholder engagement and continuous improvement.

The Refuge Manager is accountable for fostering a skilled, supported and accountable workforce and ensuring that refuge services are safe; responsive; FDV trauma-informed; child-centered, culturally safe and client-focused. The position promotes feminist principles; victim-survivor autonomy and dignity; a commitment to ending family and domestic violence and holding those who use violence accountable.

The successful applicant will be an experienced, values-driven leader who can manage competing priorities, make sound independent decisions, respond effectively to complex situations and contribute to organisational sustainability and improved outcomes for women and children experiencing family and domestic violence.


	 
KEY RESPONSIBILITIES	


	Refuge Operations and Service Delivery
· Oversee daily refuge operations to ensure safe, accessible and compliant service delivery.
· Coordinate accommodation, case management, safety planning, advocacy, referrals and practical client support.
· Monitor service demand and ensure trauma-informed, child-centred and culturally responsive practices.
· Coordinating staff, rosters, work allocation and resources.

Team Leadership and Management
· Lead and supervise the refuge team, ensuring clear responsibilities and accountability.
· Coordinate staffing, rosters, recruitment, induction, performance management and professional development.
· Promote a respectful, inclusive and psychologically safe workplace that supports staff wellbeing.

Client Safety, Risk and Compliance
· Identify and manage risks relating to clients, employees, refuge security, critical incidents and emergencies.
· Ensure compliance with legislation, funding agreements, organisational policies, privacy, child safety and WHS requirements.
· Maintain accurate records and safety procedures, escalating significant risks and concerns as required.

Financial and Resource Management
· Manage refuge expenditure within the approved budget and delegated financial authority.
· Coordinate the allocation of staffing, equipment, supplies, and other operational resources to ensure efficient operations.
· Ensure purchasing, invoices and expenditure are processed in accordance with organisational financial procedures.

Facilities and Property Management
· Ensure refuge facilities are safe, secure, clean and suitable for women and children.
· Coordinate inspections, maintenance, repairs, servicing and contractor access.
· Maintain property records and escalate significant repairs, security concerns and costs beyond delegated authority.

Stakeholder Engagement and Service Coordination
· Maintain effective relationships with FDV services, government agencies, community organisations and other providers.
· Coordinate referrals and service connections to support client safety, wellbeing and practical needs.
· Represent the refuge at relevant meetings and ensure appropriate communication and information sharing.

Service Quality and Continuous Improvement
· Monitor service delivery, client feedback, complaints, and incidents to identify improvements.
· Ensure accurate documentation, reporting and compliance with organisational procedures and practice standards.
· Maintain current knowledge of FDV practice, legislation and sector requirements.







	SKILLS, KNOWLEDGE AND COMPETENCIES

	The Refuge Manager requires:

· Demonstrated leadership and experience in team management, service delivery and workforce coordination.
· Strong knowledge of FDV, trauma-informed practice, victim-survivor safety, risk management and relevant compliance requirements.
· Strong communication, problem-solving and decision-making skills, with a commitment to culturally safe, inclusive and client-centred services.


	ABOUT THE SERVICE

	The Lucy Saw Centre Association Inc. provides a suite of services including crisis accommodation and outreach services, and advocacy, and holistic support services for women and their children impacted by domestic and family violence. 

Its purpose is to enhance safety, wellbeing, and recovery for victim-survivors by delivering trauma-informed, culturally safe, and client-centered services. 

The organisation works to reduce the impacts of violence, support long-term recovery, and strengthen coordinated responses across the community, government, and non-government sectors.

The Lucy Saw Centre Association’s Operating Frameworks are:
· domestic and family violence informed;
· child-centered;
· FDV trauma-informed;
· response based;
· strengths-based;
· culturally sensitive; and
· client focused



	PERSON SPECIFICATION
SELECTION CRITERIA
ESSENTIAL
· Relevant tertiary qualification (minimum of Diploma level) in social work, community services, FDV or a related discipline, or substantial equivalent experience.
· 3 years demonstrated experience in leadership, team management and service delivery within a refuge, FDV or comparable community service.
· Strong knowledge of FDV, coercive control, FDV trauma-informed practice, risk management, victim-survivor safety, intersectional issues and relevant legislation.
· Demonstrated sound judgement, communication, organisational and stakeholder engagement skills, with a commitment to feminist principles, social justice, cultural safety and ethical practice.
· Experience in leading and supporting a team, promoting staff wellbeing, creating a positive and supportive workplace, and maintaining respectful working relationships with clear professional boundaries.
· Experience managing budgets, compliance, multi-disciplinary teams and partnerships with government agencies, FDV services and community organisations.
· Demonstrated understanding of culturally safe practice and working with Aboriginal and Torres Strait Islander communities and people from diverse backgrounds.


DESIRABLE
· Current First Aid Certificate.
REQUIREMENTS
· National Police Clearance 
· Working with Children Check 
· Current Western Australian driver’s license.
· Must be an Australian Citizen, Permanent Resident, or hold a valid visa with working rights.

Female Applicants Only
Please note that due to the nature of this role and the services provided, this position is open to female applicants only.
This requirement is made in accordance with the applicable provisions and exceptions of the Equal Opportunity Act 1984 (WA), including provisions relating to genuine occupational qualifications and the provision of services to people of a particular sex.
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