	POSITION DETAILS

	Position Title
	Centre Coordinator
	Location
	Castlefield Hampton

	Position Type
	Part time
	Hours per week
	22.5

	Reports To
	Manager - BayCISS
	Award Classification
	SCHADS Level 6

	ABOUT THE ORGANISATION

	Bayside Community Information and Support Service (BayCISS) is a not for profit organisation based in the Bayside and Kingston area providing support, advocacy, referral and information including counselling and case work, to vulnerable and low income community members.  Castlefield Community Centre provides a range of community programs reflecting the needs of Bayside and Kingston residents. 

We aim to bring about positive change to people’s lives by working with them.  

We are:
· Non-judgemental – we respect all people and do not judge
· Accessible – we are available to people when they need support
· Flexible – we provide a range of services and links with partners
· Collaborative – we work with others in partnership


	KEY FUNCTION

	The Centre Coordinator is responsible for the coordination, development and implementation of programs at Castlefield Community Centre. 

The Centre Coordinator reports to the Manager and is tasked with creating and supporting a positive public image of the organisation at all times by working and networking effectively within the community services realm of our specified regions.   At a minimum, monthly supervision meeting with the Manager are an expectation of this role.  

	KEY RESPONSBILITIES

	1. COORDINATION OF CENTRE
· Oversee the day-to-day operations of the Centre including all programs and services
· Coordinate and supervise Centre staff, volunteers and students including undertaking annual performance reviews and supervision as required
· Assist with the development and implementation of BayCISS policies and operating procedures relevant to Castlefield
· Ensure all personnel follow child safe principles and procedures, including reporting procedures
· Develop and maintain a positive community atmosphere within the Centre
· Ensure users of the Centre have appropriate documentation and follow established Occupational Health & Safety procedures and Centre Policies
· Recruit sessional tutors for the delivery of programs 
· Management of the Centre’s budget under guidance from the BayCISS Manager and Treasurer regarding an annual budget and expenditure as necessary
· Facilitate the Castlefield Community Centre Reference Group
· Ensure Castlefield is well maintained and inspected regularly in line with OH&S requirements
· Contribute to the development of a risk management plan for Castlefield



	
2. PROGRAM DEVELOPMENT
· Identify initiatives to increase community connectedness, particularly for disadvantaged and marginalised groups within the community
· Actively research and support new initiatives within the community
· Promote the Centre and its programs through a range of publicity materials and use of appropriate social media
· Ensure the website is maintained and up to date
· Work in partnership with other community based groups and individuals to develop and deliver programs and projects to meet community needs
· Review and evaluate programs on a regular basis
· Develop and review an annual action plan for the Centre (aligned with organisation Strategic Plan)
· Develop and review policies relevant to the Centre in line with organisational expectations and oversee their implementation

3. NETWORKS AND PARTNERSHIPS
· Actively participate in Bayside Neighbourhood House Cluster
· Attend DHHS and NH Network Forums
· Actively participate in the Association of Neighbourhood Houses and Learning Centres as appropriate
· Develop and maintain strong working relationships with relevant local, regional and state-wide organisations
· Seek new appropriate partnership opportunities within the sector and region
· Maintain excellent working relationships within and outside the organisation, including, but not limited to, DHHS and Bayside City Council staff 

4. REPORTING
· Attend monthly supervision meetings with Manager or as required
· Prepare and acquit funding agreements and sponsorship arrangements
· Ensure annual reporting requirements are met on time 
· Provide monthly written reports to the Committee of Management outlining service delivery and operations overview
· Attend monthly Committee of Management meetings as required
· Report any issues regarding the Centre’s operations to the Manager

5. OCCUPATIONAL HEALTH & SAFETY
· Understand and comply with the BayCISS Occupational Health and Safety Policy, procedures and legislative requirements relevant to the position
· Take responsibility for individual health and safety and others within the workplace
· Reporting incidents involving injury and near misses
· Communicate with employees, health and safety representatives and supervisors about OH&S matters
· Identify and action unsafe workplace practices and/or hazards and implement injury prevention measures
· [bookmark: _GoBack]Participate in regular training programs to improve awareness of risk management and safety within the workplace
· Perform work in a safe and appropriate manner at all times whilst maintaining a safe and clean workspace





	
6. PROFESSIONAL
· Maintain an appropriate level of professional knowledge and competence through training, conferences, forums and other professional development activities
· Participate in professional development with the approval of the Manager
· Maintain up-to-date knowledge of relevant state and federal policies and programs that may impact on the operations or services of the Castlefield Centre

7. OTHER DUTIES
· All other duties as required or instructed by the Manager


	CONDITIONS OF EMPLOYMENT

	
· The position is part time (22.5 hours per week) or as negotiated
· Some evening and weekend commitments are expected and time in lieu provisions apply for such events with prior approval from the Manager
· Four weeks pro rata annual leave
· Personal leave in accordance with SCHADS Award Level 6
· Successful completion of three-month probationary period
· Salary to increase in line with the SCHADS Award Level 6


	KEY RELATIONSHIPS

	INTERNAL
	Committee of Management, Manager, staff, volunteers, contractors

	EXTERNAL
	Community Partners, Councillors, Council staff, local members of parliament, grant making organisations, funding bodies and representatives, event contractors, service providers, other Neighbourhood House Coordinators, network representatives, volunteers, members of user groups and community members


	KEY PERFORMANCE INDICATORS

	An ongoing performance management process will see the collaborative development of relevant KPIs and goals for this position.  The Centre Coordinator is likely to be assessed in the following areas:

· Centre Management
· Staff Coordination
· Service Provision and reporting
· Client Satisfaction strategies and measures
· Continual Improvement measures
· Management of effective marketing strategies including networking and publicity
· Planning and Service Development including Action & Strategic planning





	QUALIFICATIONS AND SKILLS

	MANDATORY
	· Relevant Tertiary Qualifications, preferably in community development, social services or teaching
· Experience in a similar role within the community sector, preferably in a neighbourhood house or community centre setting
· Demonstrated ability to identify community needs to plan, monitor, evaluate and deliver high quality programs
· Highly developed written and oral communication
· High level administrative, organisational, time management and leadership skills
· Demonstrated computer skills including Excel, Word and web based applications
· Demonstrated ability to relate well to people from diverse backgrounds
· Demonstrated ability to represent and advocate for the organisation and the community
· Professional manner and work practices
· Valid Victorian Drivers Licence
· Experience in project management
· Current Victorian Police Check
· Current Working with Children Check

	HIGHLY DESIRABLE
	· Current First Aid Certificate 
· Understanding of Victorian Early Years Learning Framework (VEYLF)
· Understanding of National Quality Standards (NQS)
· Working knowledge of mandatory reporting requirements within the State of Victoria
· Asthma and Anaphylaxis Certificate 

	WORK ENVIRONMENT

	· This position is based in the office at Hampton (Castlefield)
· Flexible working arrangement can be made where required
· This small organisation has a fluid working environment that requires flexibility and autonomy
· Occasional after hours attendance may be required from time to time
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