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 Northern Beaches Interchange
Position Description
	Position Title: Program Coordinator
	Division: Core Services

	Reports To: Chief Executive Officer

	Direct Reports: 
Team Leaders
Respite Workers
Recreation Workers
Assistants
Volunteers

	Primary Objective:

	This position is responsible for developing, delivering and monitoring a range of programs and services for Northern Beaches Interchange (NBI) clients within a designated portfolio area. Key objectives of the Program Coordinator role include to; 
I. Develop a range of respite recreation and support  programs to meet the needs of NBI clients;
II. Manage a team budget, ensuring that key milestones are met, expenses contained and high quality services and opportunities are delivered to NBI clients;
III. Lead and manage a team of both employees and volunteers, ensuring key legislative requirements and met, and all individuals are empowered and motivated within their role; and
IV. Provide reports to the Chief Executive Officer regarding designated portfolio outcomes and key performance indicator achievement.

	Position Dimension and Decision Making Authority:
	Key Communication Contacts:

	
Without referral to Chief Executive Officer:
· Program development
· Staff rostering
· Routine budget administration



After Consultation with Chief Executive Officer:
· Matters and/or requests outside of budgetary authority
· Staff recruitment efforts
· Staff termination matters
· Non routine matters
· Portfolio area strategic direction setting
· Cross organisational issues for example, organisational training

Referred to Chief Executive Officer:
· Capital expenditure
· Budget setting
· 
	Contact/Organisation
	Purpose/Frequency of Contact

	
	Chief Executive Officer:
	Daily: Accountable for all position deliverables.

	
	Direct Reports:
	Daily: To provide leadership, direction and ongoing supervision.

	
	Indirect Reports:
	Daily:  To provide overall strategic leadership.

	
	NBI Staff :
	Daily: To share key information to allow the effective coordination of organisation wide activities and functions.


	
	NBI Service Users: 
	Daily: To develop programs which meet client needs.

	
	Service User Families and Careers:
	Daily: To provide advice on Service User experiences with recreational activities and to obtain information about individual participant needs. 



	


Key Accountabilities:

	Key Result Area
	Major Activities
	Performance Measures:

	1. Program Development, Implementation and Monitoring
	· Develop a range of innovative respite/recreation and support programs within the scope of a designated portfolio to be delivered to children and young people with a disability and their families.
· Maintain a contemporary understanding of respite  recreation and carer supporting a disability setting to ensure activities run by NBI remain current and effective.
· Implement respite, recreational and support programs  through the purchase of necessary materials, identification of appropriate spaces and services and training of employees and volunteers delivering the program to ensure programs are set up correctly, safely and deliver effective outcomes to NBI clients.
· Monitor program effectiveness through the capture and analysis of key performance indicators and make adjustments to program designs as necessary.
· Undertake all administrative requirements within the designated program portfolio, including referrals, assessment information, funding documents and client records.
	· Quality of programs developed
· Client and family feedback
· Quality of ongoing evaluation
· Timeliness of administrative output
· Compliance with Funding body reporting

	2. Budgetary Management
	· Manage the budget of the designated portfolio area, ensuring that key milestones are met and costs maintained, while still offering high quality services to NBI clients.
· Report monthly to the Chief Executive Officer on budget progress and adherence, ensuring that all deviations and problems are identified and appropriately resolved.
	· Budget adherence
· Milestones met

	3. Leadership and People Management

	· Lead and manage direct reports to ensure that all employees and volunteers are recruited, developed, and empowered to assist in achieving NBI and portfolio strategic objectives.
· Roster employee and volunteer shifts to ensure appropriate staffing numbers are available and budgetary requirements are observed and maintained. 
· Provide training to direct reports and volunteers to ensure respite recreation and support programs are delivered in an effective, safe and efficient manner.
· Engender a positive culture within the designated portfolio area which focuses on cooperation, communication and transparency.
· Ensure direct reports comply with NBI policy and relevant OH&S legislation and that any issues identified are resolved appropriately.
	· HR metrics data, such as retention and unexplained absences
· Staff and peer feedback
· Documentation of  staff training/supervision

	4. Policy Development and Compliance


	· In consultation with Program Coordinators and the Chief Executive Officer, develop a range of policies to guide NBI service delivery to ensure consistent and legislatively sound practices are engaged across the organisation.
· Provide training to all direct reports and volunteers on NBI policies areas to ensure all individuals engaged understand these areas and their obligations in this regard.
· Continuously evaluate the effectiveness of the NBI policy and make recommendations around strategies for improvement.
	· Quality of policy and procedure development
· Direct report competency across policy and procedure areas
· Direct report and own adherence to company policy and procedure
· Chief Executive Officer feedback


	5. Reports and Statistics
	· Track key data to allow reports to be provided to management, the Board and Government to demonstrate the outcomes and metrics of the designated program portfolio.
· Prepare reports for a range of stakeholders (including Management, the Board and Government) around team performance, KPI achievements and budget adherence to meet governance and legislative requirements.
· Prepare ad hoc reports across a range of areas within the designated portfolio to assist in management decision making processes. 
	· Accuracy and timeliness of qualitative reports
· Accuracy and timeliness of statistical reports

	6. Internal and External Communication and Information Sharing
	· Provide information, share ideas and learning’s and collaborate with other Program Coordinators and NBI staff to ensure the best possible programs and solutions are offered to clients, families and the community.
· Contribute to NBI strategic decision making discussions to ensure the needs of the designated portfolio are accurately represented and considered. .
	· Peer feedback
· Chief Executive Officer feedback

	7.Teamwork and Collaboration
	· Effectively collaborate with management/coordination/ administration team to ensure that the organisation is operating effectively and efficiently, while maintaining a harmonious team environment
· Participate in training and support of new coordinators and team members
	· Peer Feedback
· CEO feedback
· Practice Examples






















	Key Challenges:
	Person Specification:

	
· Developing new and innovative programs to maximise the outcomes for NBI Clients
· Managing a diverse portfolio of staff and/or volunteers
· 
	Qualifications and Experience:
· Tertiary qualifications in a relevant field
· NSW Drivers Licence
· Senior First Aid Certificate
· Ability to receive clearance to work with children and young people from the relevant government body (NSW Commission for Children and Young People)
· Demonstrated experience working with children and young people with a disability
· Demonstrated experience developing a range of respite/recreation and support programs for children and young people with a disability and their families
· Strong experience in leading and motivating a team of both staff and volunteers
· Sound experience working within and managing a budget
· Intermediate Microsoft Office skills

Core Competencies and Personal Attributes:
· Sound level interpersonal and communication  (written and verbal) skills
· Superior time management and organisational skills
· Demonstrated ability to work flexibly within tight time schedules and in accordance with variable workload demands
· Ability to build effective working relationships with a variety of internal and external stakeholders
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