Position Description — Selby Community House Manager

POSITION TITLE: House Manager

CLASSIFICATION: NHACE 2016- Neighbourhood House Employee
SCHADS Award Community Development Worker
Class 111 level 6.1

SALARY: According to the SCHADS Award(depending on experience)
ORGANISATION: Selby Community House Inc.

HOURS OF WORK: min. 22 hours per week 4 days a week. The house operates for 40
weeks a year with 4 weeks annual leave (pro-rata). Annual Leave is
paid at the end of the year to cover the long break over Christmas.

The Community House is closed during School holidays — this time is
taken as unpaid leave.

Availability for some after-hours work essential.

CONDITIONS: The House Manager will be employed as a permanent part time
employee, subject to funding and regular satisfactory performance
review, under the terms and conditions set out in the SCHADS Award.
There will be a probationary period of 6 months. A letter of acceptance
of the role as outlined in this position description will be signed prior to
commencement.

LOCATION: Based at Selby Community House (position located onsite) 1 Minak
Rd, via Charles St, Selby (travelling to various other sites as required)

REPORTS TO: Board of Selby Community House (SCH)

POSITION PURPOSE

To be responsible for the management of Selby Community House. This includes the ability
to be autonomous and manage the day-to-day needs of Selby Community House and staff.
Also develop relationships with and build a positive profile of SCH by offering programs and
services that meet the needs of our community.

POSITION CONTEXT
Selby Community House is an incorporated association, and one of the many not-for-profit
Neighbourhood Houses working to provide quality, low-cost courses and activities in

response to community need.

The House Manager is responsible for implementing the aims and objectives of SCH as
determined by the Board. This includes delegation of responsibilities to ensure that the
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organisation meets: contractual arrangements; is compliant with registration standards for
Adult Community Education (ACFE) organisations and its funding agencies

The House Manager reports to the Board on the above matters and is accountable to the
Board in relation to key activities:

e ensuring that the SCH business and strategic plans are implemented.

e Manages delegated financial, human resource and operational aspects of the
organisation;

e operates within the policies, legal and contractual obligations of the organisation

(this Position Description is intended to describe the general nature and level of work being
performed by the incumbent(s) of this job. It should not be read as an exhaustive list of all
responsibilities and activities required of the position).

KEY RESPONSIBILITIES

Staffing
e Recruit and manage staff and volunteers in consultation with Board and ensure
appropriate orientation and induction processes for all staff, volunteers and Board.
e Organise regular staff meetings and forums in which staff, volunteers and Board
members discuss challenges, opportunities for SCH

Programming

e Work with staff to ensure that new and existing programs and activities reflect
community interests, needs of and demand, and bridge gaps to community
involvement where possible.

o Deliver a range of programs and services in a professional, practical, cost effective
and timely manner.

o Work with the Program Officer to meet compliance requirements for training and
education

e Oversee the SelbyFest Sub-Committee, an endorsed annual project of the House.

Networking
e Liaise with and represent SCH with key stakeholders and at community network
meetings and forums and funding bodies

Funding/ Finance Management / Administration

e Work with the Finance Officer to maintain effective and prudent financial
management and reporting systems that ensure SCH’s ongoing viability and
performance

e Work with the team to create and manage a cost-effective marketing program

e ldentify funding opportunities that conform to the SCH. Ensure timely and accurate
completion of grant submissions, applications, reports and service
agreements. Monitor income and ensure compliance with service and funding
agreements.

e Ensure that SCH is compliant with all appropriate legislation, regulations, and funding
agreements.

e With Finance Officer, monitor and report on progress of programs and budgets.
Provide regular, timely and accurate reports on SCH activity, including finance,
human resources, OH&S and general operations.

e Complete administrative tasks relating to funding bodies.

e Maintain the administrative and data management systems safe storage of
data/documents
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Policy / Legislative Requirements

e Maintain and develop policies and procedures for SCH and ensure compliance in
such areas as privacy, occupational health & safety, equity and access, and
employment

o Ensure that procedure manuals are current, and that staff are informed. Formally
notify staff of all policy changes and procedures, and when necessary, initiate
training. Ensure the Board is resourced to govern SCH in compliance with all relevant
legislative requirements

Facilities
¢ Oversee maintenance, liaising with Council and subcontractors and ensuring that
infrastructure and equipment are adequately maintained at the facility.

KEY SELECTION CRITERIA

1. Appropriate qualification in education, business or community development
and/or relevant experience

2. Experience in any of:
o Neighbourhood Houses /Learning Centres
Business management and planning
Planning and delivering educational and/or community programs
Adult Community Education (ACFE)
Community needs analysis and evaluation
Adult learning principles

O O O O O

3. Experience in attracting and managing funding, especially grant submissions and
service agreements; reporting to these and other regulatory bodies.

4, Demonstrated experience in planning and completing events or festivals.
5. Experience in marketing, promotion, media relations and social media.

6. Office level skill using Microsoft 365 SharePoint, Outlook, Word, Excel, graphic
design tools. Website updating would be advantageous.

7. Demonstrated cultural awareness and the ability to identify and respond inclusively
to the needs of diverse communities.

DESIRED PERSONAL ATTRIBUTES

Ability to manage paid staff and volunteers in a culture of respect.

Ability to communicate in writing and in person across diverse audiences.

Ability to be proactive, self-motivated and time-efficient in a busy & changing environment
and to manage conflict if needed.
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OTHER REQUIREMENTS

Required:
e Current drivers licence
e Working with Children’s Check

Highly Regarded:
e OH&S training
e First Aid Certificate
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