[image: image1.png]PORTPHILLIP
COMMUNITY
ajmmml GROUP//Lerking for




POSITION DESCRIPTION

Manager Community Engagement and Inclusion
Position Title: 

Manager Community Engagement and Inclusion
Team Area(s)
Neighbourhood House (ARCH), Neighbourhood Development, Learn Local Education, Community Engagement and Connections 
Classification/Award:
Social, Community, Home Care and Disability Services Industry Award 2010 (SCHCADS)
Remuneration:
SCHCADS CDW Class 3, Level 7, plus access to salary sacrifice
Employment details
0.8 FTE – 1.0 FTE negotiable, at 7.5 hours per day 

Supervises Directly:  
Community development, recreation access & support, and education staff and coordinators, plus other positions as directed
Supervises Indirectly: 
Volunteers, sessional, locum, project and casual staff 

Position reports to
Executive Officer

Ordinary location(s): 
Alma Road Community House (ARCH) St Kilda; from time to time the incumbent may be required to work from or be based at other PPCG sites, or service delivery locations

Date:


November 2020
Organisation Overview

The Port Phillip Community Group (PPCG) is a provider of welfare and support services, financial counselling, recreation, and skills development and pathways to further education and employment in the City of Port Phillip. All our programs and services aim to deliver positive outcomes for individuals and communities.  Operating from four main sites in the City of Port Phillip – St Kilda, East St Kilda, South Melbourne and Port Melbourne, over 50 volunteers and staff work in partnership with the community to deliver positive outcomes for all members of the community.    
In achieving its vision of a fair and just society that values all people, Port Phillip Community Group uses strengths-based and community development approaches to foster improved quality of life, social health, and being a valued member of the community. Our approaches empower individuals and communities to take control of their lives in meaningful and sustainable ways. We work in partnership with individuals, the community, funders and other agencies to provide opportunities and to support the ongoing development of a healthy, liveable, diverse and vibrant community for all.

PPCG is a not for profit company limited by guarantee, and is managed by a Board of Management. 

Port Phillip Community Group overview including Annual Reports is available at www.ppcg.org.au
POSITION OVERVIEW 
The Manager Community Engagement and Inclusion plays a key part in supporting staff in working with individuals and communities to ensure positive outcomes for those within the community who are most marginalised and vulnerable. Important aspects include risk assessment and safety planning at all sites, and supporting volunteers and sessional staff.
The Manager Community Engagement and Inclusion is a key management position that works with the Executive Officer to manage Port Phillip Community Group as a whole and in particular to deliver against the City of Port Phillip Health and Wellbeing Implementation Strategy in line with the Council Plan Strategic Direction 1 ‘We embrace difference and people belong’. The Health and Wellbeing Implementation Strategy 2017 – 2021 will achieve this direction by:

· Enabling strength-based approaches to support community resilience to achieve improved health and wellbeing.

· Actively build partnerships with local agencies to realise common commitments and meet community safety, family violence and alcohol and other drug local service needs, Council’s delivery of targeted services and programs reduce health inequity and contribute to social justice. A key focus of the role will be building the organisation’s capacity for active and meaningful participation and engagement. 
This will include the capacity to:
· Research and identify areas of community needs within Port Phillip and adjacent community areas and develop appropriate programs and activities to address those needs.

· Take responsibility for the smooth day-to-day operation of the Neighbourhood Development Program (incorporates community development).
· The promotion of the Neighbourhood Development Program in the wider community and encourage community involvement in the development of new programs and activities.

· To create and maintain a welcoming environment for all staff, volunteers and users.

· Provide expertise and leadership in all areas of volunteering and participation/community engagement and development.

· Ensure strongly embedded policies, systems and practices are in place to support participation and volunteering.

· Support the development of new participation and volunteering activities in accordance with organisational priorities.

· Build the organisation’s capacity to empower the community and enable and support participation and volunteering.

KEY RESPONSIBLITIES include
The Manager Community Engagement and Inclusion is responsible for the delivery, development and/or oversight of the following key areas: 

1. Neighbourhood House known as the Alma Road Community House (ARCH) that receives some funding via DHHS (and is accountable to DHHS as a NH)
2. CoPP Neighbourhood Development Program - community capacity development initiatives including the Neighbourhood  Ngargee Program 
3. CoPP Community Engagement and Connections (bushwalking, gym, creative activities such as Five Minutes of Fame - FMOF)
4. Education, training and skills development courses as part of PPCG status as a Learn Local and funded under DET 
Day to Day Operations
· Manage, and lead a core staff group of 15 - 20 part time and sessional staff comprising coordinators, community development workers, and volunteers 
· Close liaison with the City of Port Phillip in relation to community and neighbourhood development across Port Phillip 

· Oversight of community services and activities provided from Alma Road Community House (ARCH) and develop these in consultation with key stakeholders 
· Operate within agreed budget parameters and prepare quarterly data and other required reports for the City of Port Phillip, and other key funding bodies including DHHS 
· Develop strategies and processes including team and individual plans, linked to PPCG strategic priorities to ensure effectiveness of work (including policy)
· Manage and implement staff and volunteer professional development programs including responsiveness to critical incidents
· Initiate conflict management, disciplinary and grievance processes in relation to client, service users, staff and volunteers in consultation with the EO
· Proactively identify, enhance and/or support inter-agency collaboration, co-ordination and information sharing for example using data, research, and evaluation 
· Proactively seek new funds and partnerships
· Contribute to a positive workplace culture and continuous quality improvement
· Other duties as directed by the Executive Officer. 
  Community Engagement and Connections Program
· Develop partnerships and network relationships
· Undertake community consultation and research to identify and analyse local needs and issues and develop strategies for the development of appropriate projects or activities, with emphasis on changing local community needs
· Identify funding opportunities and develop funding proposals to support the implementation of new projects
· Ensure strategic alignment to the City of Port Phillip Health and Wellbeing Implementation Strategy 
· Liaise with existing groups that operate within Port Phillip to increase their participation within the community
· Interact with other local community networks to exchange information, promote the work of PPCG, and strengthen collaboration with service providers
· Organise information sessions to inform and educate the local community in key areas of family relationships, education, employment, disability, health and other topics as required
· Develop, promote and monitor service standards and procedures for PPCG with a focus on duty of care, ethical standards, timeliness and efficiency
· Work with economically and/or socially disadvantaged, marginalised and vulnerable residents of the City of Port Phillip including people from diverse backgrounds and new and emerging communities to best meet their needs
· Reduce the specific effects of disadvantage by providing a community information, referral and support service, material aid, emergency and crisis resources, and psychological needs and support
· Increase community access and participation through community development and capacity building activities and programs 

· Provide community engagement and social connection opportunities in partnership with the community
· Consult with relevant stakeholders including consumer representatives to ensure effective and high-quality services and initiatives that demonstrate social value
· Champion social advocacy regarding inequity, social exclusion and poverty to reduce disadvantage through leading and participating in local issue-based advocacy campaigns and activities.

OCCUPATIONAL HEALTH & SAFETY 
· Ensure that work and services are provided in a safe manner at all times by regularly reviewing OH&S practices and environment(s). 

Professional Development and Performance Management
· Actively participate in relevant professional development activities and an annual individual performance plan and review. 
KEY SELECTION CRITERIA 

Skills, Education and Experience 

Mandatory

1. A tertiary qualification and/or equivalent experience in management, social work, community development or related field

2. At least 5 years demonstrated ability in leading and managing people in community sectors based on a sound understanding of relevant management theory and practices
3. Knowledge of Neighbourhood House programs and models of delivery and of relevant legislation and regulations is essential
4. Extensive experience in working effectively with individuals and communities who are disadvantaged, marginalised and/or at risk

5. Excellent interpersonal, communication and negotiation skills including the ability to negotiate and collaborate with a variety of stakeholders
6. Understanding of the requirements of government funding and reporting to funding bodies
7. Submission writing and program development skills and experience. 
8. Capacity to critically reflect and evaluate own practice and outcomes and a commitment to ongoing professional development for self and staff 
9. Demonstrated ability in the review and evaluation of programs 

10. Computer literacy in MS Office and internet-based applications.
Desirable 

11. Knowledge of services in and around the City of Port Phillip, or similar inner city areas
12. Experience in community development and community capacity building
13. Experience working with individuals with mental health and alcohol and/or other drug (AOD) issues 

14. First Aid Certificate. 

Personal Qualities
· Resilience - demonstrates perseverance in achieving objectives and copes effectively with setbacks and problems
· Initiative and accountability - takes responsibility for actions and proactively implements processes and systems, and addresses issues in a timely and effective manner
· Empathy and cultural awareness - demonstrates an interest in and an appreciation of, a range of cultures, and actively seeks to understand and effectively address the views and issues of others.
Probation Period: appointment is subject to a six-month probationary period.
SALARY PACKAGING: Port Phillip Community Group currently offers Salary Packaging in line with our PBI status of general salary packaging of $15,900 per FBT year. Salary Packaging is optional and may have considerable tax benefits depending upon personal circumstances.
ADDITIONAL NOTES 
· All Port Phillip Community Group (PPCG) staff are employed under the Social, Community, Home Care and Disability Services Industry Award 2010 (SCHCADS) in conjunction with the National Employment Standards (NES). The NES and the Award are not incorporated into this contract as the employer is already required to provide these terms and conditions to their employee.
· In addition, all employees of PPCG are bound by the properly approved policies and procedures of the organisation, which may be updated and/or varied from time to time. 
· Up to date copies of the award, conditions of employment, policies and procedures are available on the shared electronic staff drive of PPCG. 
· PPCG is committed to providing and maintaining a working environment which is safe and without risk to the health of its staff and service users.  The organisation is a smoke-free workplace.
· Flexible working hours – staff may negotiate their hours of employment between 8:00am and 6:00pm, based on meeting the operational needs of PPCG and its service users.

· Offers of employment are contingent upon:

· A successful reference check (all positions); 

· Non-adverse Criminal Record check (all positions); 
· Pre-existing injury: a full disclosure of any pre-existing injury (or injuries), illness or other health related issues that may impact the incumbent’s ability to perform their role; or that may be affected by employment in this position;
· Fitness for Work medical examination (specific positions); 

· A valid ‘Working with Children Check’ (all positions);
· A DHHS Disability Exclusion Worker Check (specific positions);
· Some roles may require candidates to undertake psychometric testing prior to appointment.
· PPCG reserves the right to terminate your employment without notice should you be found to have engaged in serious and wilful misconduct. 
Port Phillip Community Group is an equal opportunity employer and encourages people with disabilities and individuals of diverse backgrounds including Aboriginal and Torres Strait Islander, Culturally and Linguistically Diverse, and LGBTI+ community, to apply.

Applications close Friday, November 27. 
Prior to submitting an application please contact Karen Sait, Executive Officer, for further information or to discuss your interest in and suitability for this role on 03 8598 6600 or via email: karen@ppcg.org.au  
Further information is available at www.pcg.org.au
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