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	Position Title:
	[bookmark: _GoBack]Area Manager – Hunter/Taree

	Division:
	Operations

	Direct Reports:
	Coordinators, Corporate staff




ABOUT NORTHCOTT:

Who is Northcott?
Northcott is a not-for-profit disability service provider that works with customers to realise their potential.

As one of Australia’s largest not-for-profit disability service organisations, we provide services from metropolitan and regional locations throughout NSW and the ACT. We have more than 85 years of experience and expertise in the disability service industry.

A registered NDIS provider, we employ close to 1000 staff and provide empowering, personalised services to over 13,500 people with disability, their families and carers each year.

What do we do?
Northcott provides personalised and dynamic support, delivered by a committed team who will optimise and maximise support and services for every customer.

Our experience and expertise gives confidence to our customers they are in good, trustworthy hands, while our commitment to innovation and pushing boundaries allows us to tackle any challenge currently creating barriers for our customers to reach their potential.

Northcott’s diverse range of service offerings and strong community partnerships gives customers easy access to the supports they need or want through a single gateway from our many locations. 

What is our promise to each customer?
We will work creatively and relentlessly with each customer to unlock, discover and unleash their potential, supporting and empowering them to be the best they can be now and in the future. 

Our customers are not numbers, they are unique individuals. We personalise our services to each customer’s current and future needs and goals, every single one, to ensure their development and growth.

As advocates for our customer’s inclusion, we will empower them with confidence, choice and opportunity so they can live their life, as they choose, in their own way.

KEY OBJECTIVE OF THE SERVICE/DEPARTMENT:

Northcott Operations is responsible for the delivery of tailored, timely and quality services to customers across NSW and ACT.  

KEY OBJECTIVE OF THE POSITION:
The Manager position plays an important strategic role in the delivery of quality services and programs across Northern NSW. This role has responsibility for providing leadership and strategic management in relation to;
· the quality of customer outcomes
· staff management, development and performance
· stakeholder relationships, including a high level of satisfaction amongst all stakeholders
· budget development and monitoring
· achieving program outputs
· quality management  

PERSON SPECIFICATIONS (SKILLS & KNOWLEDGE)
· Demonstrated ability to provide strategic leadership and direction to a diverse workforce.
· Conceptual, strategic planning, analytical and assessment skills.
· Demonstrated capacity to develop new business opportunities, partnerships and strategic relationships to contribute to the growth and development of Northcott.
· Demonstrated financial management, planning and budgeting skills and the capacity to interpret financial and output/outcome performance data.
· Sound experience in the provision of human services.
· An understanding of contemporary issues in the provision of services to people with disabilities, their families and carers.
· Ability to prioritise competing demands while attending to urgent program or organisational needs.
· Proven people management, interpersonal, negotiation and influencing skills.

ESSENTIAL QUALIFICATIONS & EXPERIENCE REQUIRED 
· Relevant leadership and management experience within a human services organisation and/or substantial experience at an entry management level coupled with relevant management qualifications.
· Proven people management, interpersonal, negotiation and influencing skills.
· Tertiary qualifications in social sciences, health or other relevant professional field would be highly desirable.  

DELEGATION LEVEL
· Level 4

CORE COMPETENCIES OF THE ROLE
Customer Focus / External Contact 
· Meet internal and external customer needs in a timely and courteous manner
· Examine customer requests to properly identify and resolve their concerns 
· Supports customer service efforts through program design, implementation, recovery and follow-up
· Personally collaborate with peers to achieve organisational goals
· Ensure development and growth of relationships with strategic partnerships organisations, including Local, State and Federal Government, to maximise financial and non-financial support.  
· Contribute to skills development of Northcott staff in relation to the development and maintenance of strategic partnerships
· Develop business cases for working with potential partner organisations and for business growth and development.

Relationship Building 
· Provide leadership and management of the programs and services in the allocated area of responsibility and ensure effective communication and cooperation between program teams and other divisions and units within Northcott. 
· Ensure development and growth of relationships with strategic partnerships organisations, including Local, State and Federal Government, to maximise financial and non-financial support.  

Problem Solving
· Creatively solve current or potential issues
· Direct staff to make amendments to work practice when not prioritising required work
· Works closely with the Senior Manager to ensure the provision of a high quality service to clients through effective quality assurance processes. 
· Brief the Regional Manager on critical incidents, management and planning issues in a timely manner.

Leadership 
· Provide leadership and management to Coordinators, Team Leaders and Administration staff in the region, and ensures effective communication and cooperation between program teams and other divisions and units within Northcott.
· Provide leadership in the development and implementation of Northcott’s Strategic Plan and with the ongoing planning and development of programs and services. 
· Contribute to the overall development of the service sector in a positive and proactive manner.

Financial Impact
· Coordinate the budget process, monitor income and expenditure across all programs within region and make recommendations for corrective action to maintain the integrity of the budget process. 
· Report monthly on significant budget variances through reviewing cost centre reports. 

Time Impact
· Monthly reporting via board reports and supervision sessions.
· Meet scheduled deadlines as required.

DUTIES 

The typical duties of this position include:
1. [bookmark: OLE_LINK1]Ensure compliance with Northcott Policies and Procedures, in particular the Code of Conduct and Ethics and ensure that all reporting requirements are met.
2. Ensure that all programs comply with the National and NSW Disability Service Standards as appropriate for each service. 
3. Ensure that the outcome targets contained in each program’s Description of Service are achieved and that CareLink data input is consistent and timely. 
4. Responsible for the day-to-day operations of the office
5. Provide supervision, support and mentoring to direct and indirect reports
6. Assist with recruitment, induction and performance of Support Workers, Coordinators, and other staff.
7. Coordinate the budget process, monitor income and expenditure across all programs and make recommendations to the Senior Manager for corrective action to maintain the integrity of the budget process.
8. Develop and report qualitative and quantitative performance measures to evaluate strategic outcomes. 
9. Carry out administrative duties as required by Northcott including client reports, monthly reports, Ageing Disability and Home Care reports and data collection
10. Ensure development and growth of relationships with strategic partnerships organisations, including Local, State and Federal Government, to maximise financial and non-financial support
11. Research and analyse potential partners/affiliates to understand their strategies and organisational culture.
12. Contribute to skills development of Northcott staff in relation to the development and maintenance of strategic partnerships.

This list is indicative only and is subject to change. All Northcott employees are required to comply with any reasonable work requests as directed by their employer from time to time.

NORTHCOTT POLICY AND PROCEDURES 

All Northcott employees are expected to be familiar with and adhere to Northcott policies and procedures. For more information see your manager or refer to the policy and procedures available on the Northcott Intranet.
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