Katoomba Neighbourhood Centre (KNC) Inc.
Job Description

Title:

Manager 

Responsible to:
Management Committee of Katoomba Neighbourhood     Centre

Hours:



Full time - thirty-five (35) hours per week

Award: 
Grade 6 Social and Community Services (SACS) NSW (State) Award. Paid MCRN (Mountains Community Resource Network) Above Award Rates
Summary of Position:
The Manager is responsible for:

1 The management of Katoomba Neighbourhood Centre (KNC) encompassing  its funded services and a range of projects, ensuring that KNC meets its legal requirements and works according to social justice principles.

2 The development and administration of complex policy and organisational  structures in the context of diverse funding requirements and  community needs.

3 The management of teams of employees and volunteers across a range of services and projects.

4 Work in a co-ordinated way with the Community and Cultural Development Co-ordinator/s and the Financial Manager to develop and implement the long-term goals of the organisation, by setting outcomes in relation to the organisations objectives and devising strategies to achieve them.

The following are the Duties of this position:
1 Management and Administration:

The Manager has delegated authority to undertake a wide range of managerial functions to achieve results in line with organisational goals:

1.1 Manage the daily operations

1.2 Develop and implement operational procedures and systems that enable KNC to operate effectively

1.3 Initiate actions pertaining to funding, legal and  submission    


requirements 

1.4 Develop, implement and review Annual Workplan in line with Funding Agreement and KNC identified priorities

1.5 Identify potential impacts on service delivery and present possible solutions to the Management Committee including costs and impacts on staff and service provision

1.6 Oversee the Duty of Care and Occupational Health and Safety requirements  

1.7 Manage the premises  including negotiations with Blue  Mountains City Council as owners of the premises.

1.8 Manage the maintenance  of premises

1.9 Organise  KNC planning and evaluation sessions and implement outcomes  

1.10 Develop and implement policies across all KNC services

1.11 Manage the Community and Cultural Development Co-ordinator/s in relation to community and cultural development activities; manage the Financial Manager in relation to budgets, legal and funding responsibilities and administration; and the service Co-ordinators in relation to their specific service needs in order to fulfil their roles and responsibilities in line with funding requirements and KNC philosphy

1.12 Organise the Annual General Meeting including: preparation of Manager’s Report, co-ordination of Management and Service Committee reports and liaise with contractor to produce Annual Report

1.13 Organise the recruitment, orientation and support of new committee members and ensure all legal requirements are met 

2 Working with the KNC Management Committee:

2.1     Organise KNC Management Committee meetings, ensuring: reports  

    are prepared with appropriate information and high level advice is  
    available for considered decision making including:background /briefing

    papers, community activities and any other relevant issues. 

    Co- ordinate reports and/or updates from all KNC services
2.2 Establish and resource sub-committees and working parties

2.3 Facilitate effective communication between KNC Management and Staff

2.4 Ensure that Management are informed to meet all legal requirements

3

Working with Service Committees
3.1 Manage the establishment of, monitor and support service committees of KNC

3.2 Resource and link Service Committees and Working Parties

3.3 Represent KNC Management at meetings and communicate KNC policies and decisions

3.4 Ensure that planning and evaluation of services and projects are undertaken at least annually and are carried out in conjunction with the workers in that programme

3.5 Assist with the Policy Development of each service and ensure all policies meet funding and legal requirements.

4
Staff (paid and unpaid) Duties
4.1 Manage the employment process of new staff, Industrial Agreements, orientation, monitoring, appraisal, support and professional development of paid staff

4.2 Provide leadership, support and resource Co-ordinators of Services to implement services in line with funding requirements and social justice principles

4.3 Supervise Co-ordinators as specified in Job Descriptions

and in relation to team functions of KNC

4.4 Manage complaints, grievances and disciplinary actions as per policies

4.5 Oversee the recruitment, training and support of volunteers and volunteer projects at KNC

5
Networking, Social Policy, Promotion of Social Justice Issues and Public Relations

5.1 
Work collaboratively with other community services and organisations locally and regionally to address common needs and enlist co-operation in meeting new needs in relation to service sustainability 

5.2 
Participate in consultation between the government and non-government sector including social planning and policy analysis

5.3
Ensure representation of KNC on appropriate local and regional networks and advocacy forums

5.4
Ensure that KNC maintains a high profile and receives support from  all levels of government, the community and business sectors.

5.5 
Participate in and/or facilitate projects or campaigns that have a  Social Justice perspective in line with KNC’s ‘Theme’. 

6
Professional Development
Participate in relevant conferences and training to ensure the necessary skills and knowledge are acquired to fulfil the workplan.

7
Team Functions

7.1 Organise Staff and Team Building meetings

7.2 Inform staff of KNC Management Committee matters and decisions

7.3 Provide support and direction for staff in line with Management and Service Committee policy, decisions and goals

7.4 Work collaboratively with other KNC staff by sharing resources, skills, energy and ideas

7.5 Contribute to and adhere to all KNC Policies 

7.6 Provide back-up roster for volunteer reception

7.7 Initiate, facilitate, support and/or participate in activities that benefit all KNC services

Katoomba Neighbourhood Centre Incorporated
Job Specifications

Manager

Criteria

Essential: Experience and high level skills to: 
1 Take responsibility for organisation management and decision making in a large and diverse community organisation within a social justice framework
2 Develop and administer complex policy, organisation and program matters, and develop and implement long-term goals

3 Exercise independent judgement and a high degree of autonomy
4 Provide high level expert advice

5 Manage Staff and volunteers
6 Implement Strategic plans
7 Comprehensive knowledge of, and experience working with community based management committees

8  Demonstarted knowledge of funding sources and government departments

9 Excellent oral and written communication skills, negotiation and problem solving skills including the capacity to discuss and explain complex issues and ideas.

10 Excellent interpersonal skills to communicate effectively with a broad range of people from diverse cultures

11 Leadership, facilitation, advocacy, lobbying and consultation skills
12 High level report and submission writing requirements.

13 Very experienced in computer programs
14 2 work related referees
15 Qualifications in Social Sciences, Welfare or equivalent relevant experience.

Desirable:

1 A working knowledge of political processes at local, State and Australian government levels

2 Current driver’s licence and comprehensively insured vehicle.

3 Knowledge of the Blue Mountains community services sector
PAGE  
4
9April2003

JobDescriptionDiskManager2003/JobDescription/ManagerJobDes2000




