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Position Description


Position Title:		Manager Community Services 


Program:		Withdrawal and Community Services


Reports to:		Executive Director Withdrawal and Community Services


Supervise:	Team Leaders – Family,  Counselling Services, Care and Recovery Coordination, Individual Specialist Services, Project Officers as required.


Date of review	:	4/07/2018


Our Mission

Helping people to rebuild their lives.

Our Vision

We will provide a range of complementary treatment services to support individuals and families to assist them to recover from the harmful effects of drugs and alcohol. We will draw on our specialist expertise to increase community understanding of drug and alcohol related issues and we will develop a pro-active, educative focus to our work.

Our Principles

· Provide a range of approaches and give attention to all aspects of an individual.
· Provide unflagging belief and support for individuals who wish to change and grow.
· Respect differences in culture, religion, gender, age, family situation, background and economic status.
· Commit to honesty and respect in all our relationships.
· Draw on our expertise to develop new approaches to support treatment information and community education.
· Develop processes and practices that are open, fair and honest.
 
What we believe

We believe that people can rebuild their lives.


Organisational Background

Windana is a leading Melbourne-based drug and alcohol treatment organisation specialising in holistic, client-focused recovery services. 

For more than 30 years, we have been helping people rebuild their lives in a safe, caring environment, supporting our clients wherever they are in the recovery process. 

Windana assists close to 1500 people across Victoria per annum by providing AOD treatment services including residential withdrawal services, residential rehabilitation and a suite of non-residential services.
 
Windana is a QIP accredited organisation currently employing over 100 highly experienced staff delivering excellent services across multiple sites. 

Program Information:

Community Services

Community Services includes Family Services, The Street Project, Art Therapy, Windana Health and Healing, Counselling, Care and Recovery Coordination, Intake and Assessment in South East Melbourne Overdose Prevention and the Windana Peer Support Group. In addition, from time to time there are projects developed to respond to emerging need. The Community Services Manager is responsible for managing the delivery of successful project outcomes.

Windana Health & Healing (WHH)

At Windana Health and Healing (WHH), our Community Centre practitioners offer a range of natural and complementary healthcare services to both our clients and the general public.  Clients may access a range of therapies and naturopathy as part of their withdrawal program.  Once back in the community, clients may continue to access free or low cost therapies.

Windana complementary therapies team offers naturopathy in all residential programs and as an outpatient appointment based service, a student acupuncture clinic, reiki and remedial massage.  Nutritional supplements, herbal remedies and natural hair and skin products are available from our not-for-profit dispensary outlet in St Kilda.

Forensic Linkages and Counselling Program

The Forensic Linkages and Counselling Program offers short term case management to forensic clients during, or following withdrawal treatment and residential rehabilitation until the client is engaged with other services and supports as needed; and alcohol and other drug assessment, counselling and case management to clients diverted through the criminal justice system.

Outreach Services - Family Program

The Windana Family Program provides support and education to Windana clients, with a history of problematic alcohol and drug use, who are parents, or their children’s carers.

The project provides parenting and family outreach services. The program provides participants with effective parenting strategies in a culturally sensitive manner, assisting participants to reduce their substance use, strengthen their parenting capacity and family functioning, reducing isolation of parents and children, assist child with key life areas and introduce participants to community resources. Currently the program includes a partnership project with Anglicare – Functional Family Therapy (FFT), outposted in the Northern suburbs of Melbourne.

SECADA Team

South Eastern Consortia of Alcohol and Drug Alliance is a consortium of services comprised of Odyssey Victoria, TaskForce, Youth Substance Advocacy Service (YSAS) and Windana. Windana is the lead agency for this consortia and Windana staff contribute to the Intake and assessment, Counselling and Non Residential Withdrawal Services.

Objective of the position:

Directly accountable to the Executive Director Withdrawal and Community Services, the Manager -Community Services is responsible to develop, plan, manage and review the provision of Community Services delivered by the team to the clients of Windana in alignment with the Windana Strategic Plan.  Inherent in this role is the management of a number of diverse programs and the supervision and support of staff.  The position requires skill in cross-organisational liaison, collaboration and partnership with other organisations.  

The Manager Community Services will be responsible for the creation and maintenance of relationships with relevant government representatives, in addition to statewide and local service providers within the Alcohol and other Drug (AOD) Sector. It will be highly valued if the incumbent has an ongoing commitment to personal and professional development and growth and that of the staff in their directorate.

Strong and supportive leadership is required for this position.  The Manager Community Services will be responsible for developing staff, teams and programs.  

Liaise with (key internal and external contacts):

Internal:  Executive Director Withdrawal and Community Services, Executive Group, Program Managers, Team Leaders, Community Services staff, other Windana Program staff and clients of Windana

External:  AOD Services, related services such as Mental Health (Acute and Community), Homelessness and Housing Services, Community Health, Acute Health, Victoria Police and Ambulance Victoria.

Responsibility					 

· To perform duties within the framework of the Windana philosophy, policies and procedures
· To acknowledge and respect the diversity in the nature of our clients and the many aspects of their lives – physical, psychological, spiritual and social
· Work as per your contract of employment, relevant Award / Agreement 
· All policies and procedures are read and understood including all revised policies and procedural documents
· Understands and works within the Risk / Quality Management Framework including policies, procedures, tools, templates and reports as applicable throughout the organisation
· Work within the parameters of general legislative compliance – including but not limited to OHS laws and guidelines, Fair Work Australia Act, Children and Young Persons Act, Privacy Act, Health Records Act
· To abide by all guidelines and requirements of our principle funder (s)

Position responsibilities

· To develop and implement annual plans to achieve the objectives of the Windana Strategic Plan
· To collaborate internally and externally to develop and promote accessible client pathways for best outcomes.
· To contribute to the Manager level Group development in a manner that is both inspirational and productive
· To lead and participate in the range of projects implicit in Windana’s development
· To maintain strong links with other relevant sector services to ensure co-operation in the overall delivery of support, withdrawal and rehabilitation services to clients and their families.
· To oversee the delivery of flexible and responsive counselling service to clients of other Windana services and clients who are referred via ACSO COATS/CREDIT.
· To facilitate the effective delivery of Health and Healing services provided by the Windana Community Centre.

Key Result Area (KRAs)

Service Delivery

The Manager is responsible for all elements of service delivery that fall under Community Programs.   Including the following:

· Counselling and Care Recovery and Coordination
· Windana Health and Healing
· Windana SECADA team
· Windana Family Program(s)
· AOD Engagement Project (Street Project)
· Overdose Prevention activities.

Each service has unique requirements according to funding and service delivery type

Program Planning and Design

The Community Services Manager is responsible for program planning and design within the context of the service models approved by Windana by:

· Ensuring that program planning and policy development focus on the needs of clients, with attention to families and children
· Ensuring that program planning, design and evaluation meet the requirements of the funding and service agreement with State and Federal Government and other funding bodies.
· Responsible for timely reporting to the various funding bodies.
· Contributing to the development and implementation of effective evaluative processes and projects.
· Ensuring that the staffing profile meets the needs of the program service delivery requirements through a continuous process of review
· Planning and preparation for opportunities that present significant business opportunities for Windana (e.g. GP Clinic)
· Ensuring that the program facilitates a safe and accepting environment through the development of program policies and procedures and implementation of same.

Staff Supervision

The Community Services Manager is responsible for facilitating staff management and supervision in order to support their work and to enhance service delivery by

· Ensuring regular supervision and support for each staff member
· Identifying the training and professional development needs of staff
· Conducting staff appraisals in accordance with the Windana professional development framework.

Community Liaison

· The Community Services Manager is responsible for the leadership and development of effective networks and consultative processes with key stakeholders in the region including clinical professionals, other alcohol and drug and mental health services, homelessness services, referring agencies and community support services relevant to client needs.

Organisational Planning & Policy Development

· The Community Services Manager will contribute to organisational planning and policy development through input to strategic planning, continuous quality improvement and other organisational development processes and through leadership on staff working parties, workshops, and other governance structures.

Legislative and ethical compliance 

· The Community Services Manager is responsible for ensuring that the programs meet the requirements of legislation and standards relevant to each program.

Clinical Governance

· The Community Services Manager is responsible for ensuring that the programs’ governance requirements are represented and met through the Windana Clinical Governance Framework.

Administration, Financial and Asset Management

· The Community Services Manager is responsible for program administration, budget and asset management according to organisational guidelines and delegations.  

Selection criteria

Qualifications:

· Relevant tertiary qualification – health science, nursing, social work psychology, 
· Post Graduate Management Studies will be viewed favourably
· [bookmark: _GoBack]Studies related to AOD (Cert IV in AOD Competencies or effort towards attainment of same).

Mandatory Skills & Competencies:

· A minimum 4 years post graduate experience in a leadership/ management role
· Significant and demonstrated experience working in community based organisations through the lens of the Social Model of Health
· Demonstrated sound decision making processes
· Experience in working with people who experience multiple barriers to participating in the life of their community
· Experience with working with Dual Diagnosis clients.
· Demonstrated experience working with diverse populations in the community
· Demonstrated understanding of harm reduction and recovery frameworks in the context of AOD services
· Demonstrated understanding of the relevant legislative frameworks for alcohol and drug, mental health, Child Safety and Family Violence.
· Practice based experience and knowledge of the alcohol and drug field and mental health.
· Highly developed project management skills.
· Highly developed negotiating skills.
· Capacity to manage time and competing priorities.

Desirable 
· Empathic to the Windana philosophy 
· Commitment to continuous quality improvement and OHS
· Working with Children Check
· National Police Check 


Employment Conditions

Salary and conditions per Individual Employment Contract and include 76 hours per fortnight.

Remuneration Packaging is available in accordance with current legislation.

All positions at Windana are subject to on-going government funding.

Windana operates under an Equal Opportunity Policy and Occupational Health & Safety Policy in accordance with current legislation.

Effective risk / quality management is a core competency expected of everybody involved in Windana administration, including all staff, management and volunteers. Leaders will be accountable for applying agreed risk / quality management policy and strategy in their area of responsibility.

Dual diagnosis knowledge, skills and experience is highly regarded.  If the applicant’s skills and experience are not evident, then a commitment to undertaking professional development as part of the employment contract will be required.

The Manager Community Services is expected to conduct her/himself with professional integrity towards clients according to the “Staff Code of Ethics” and maintain their professional responsibilities in line with the “Bill of Rights for Members and Clients”.

Under the Accident Compensation Act, it is the applicant’s duty to advise Windana of any pre-existing condition, which could be aggravated by the type of employment they are applying for.  Failure to do so seriously jeopardises any entitlement the employee might have for a work-related aggravation of that non-disclosed pre-existing condition.

Agency vehicles are available for authorised use and these should be used at all times for work-related purposes.

Windana is a smoke-free environment.

	
	Responsibilities stated herein reflect the primary functions of this job and should not be construed as an exhaustive list of duties.
Employee Name: ________________________   Date: ____________
Signature:  _____________________________
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