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Team Leader



A. POSITION SUMMARY

	Position Title
	Team Leader

	Reporting to
	Disability Services Manager

	Reports
	Disability Support Workers

	Status
	Full time

	Location
	Various Locations 

	Salary
	SCHADS Level 5




B. ORGANISATION OVERVIEW
	Woodville Alliance is a medium-sized, community-based organisation with services and programs in disability, mental health, family and youth support, community development and early childhood education and care. Our work is underpinned by a commitment to social justice. Our head office is in Fairfield, and we work across Western Sydney. 

	Our Vision: Social justice and fairness for all, and improved quality of life for people in Western Sydney.
Our Mission: We listen to our clients and the Western Sydney community to deliver community services that strengthen wellbeing, resilience and independence, and achieve impactful outcomes.
Our Values: Compassion. Connection. Diversity. Social Justice. Brave.
Our Culture Statement: We serve the community through respecting and valuing all people. We always put clients first, act with integrity, and keep our promises. We care about each other. We support each other. We’re a team of diverse, passionate, engaged and capable people, committed to being responsive and making an impact.



C. ROLE OVERVIEW
	Reporting to the Disability Services Manager, the role provides leadership in ensuring the team focuses on delivery of person-centred supports to our clients (NDIS Participant).

The Team Leader has a well-developed understanding of person-centred support; acts as a role-model, coach, guide, and mentor and evaluates Team Members’ professional growth and development needs on an ongoing basis. The position will coordinate all aspects of service delivery to ensure that the NDIS Participant goals and needs are realised through the creation of a supportive environment that fosters meaningful engagement in daily living skills, community access and social skills.




D. RELATIONSHIPS
	Internal
	External

	Clients and their families
Disability Service Manager
General Manager Disability
Senior Leadership Team

	[bookmark: _GoBack]NDIS and NDIS Commission


E. JOB REQUIREMENTS

	1. Financial Management

	Key Tasks
· Manage the budgets, administrative and financial systems and records of the program and monitor their use in accordance with the organisation’s requirements.
· Manage site budgets within budgetary limits
· Effectively manage resources (cleaning products, vehicle)
· Apply strategies to ensure the service is cost effective 
· Manage finances as per the Delegations Policy and procedure
· Assist with the development of budgets 
· Manage all finances, client, petty cash, food for the allocated sites
Key Outcomes
· Monthly expenditure is within or below budget
· Money handling procedure is followed and audited weekly 
· Cash and financial documents are always secure 
· Documentation is kept for all client financial decisions 
· Irregular Support funds are drawn down appropriately 
· Completion of Roster of Care and service participant profile in collaboration with Disability Services Manager. 
· Understanding of NDIS funding, guidelines and processes.




	2. Operations

	Key Tasks
· Ensure an age appropriate, least restrictive environment that promotes independence 
· Lead the team to deliver Person Centred Support in all aspects of Client care.
· Mentor individual Support Workers in their professional development and ensure the team’s continuous improvement in the delivery of Person-Centred Support to Clients.
· Model Person-Centred Support to the team, families, Woodville and the community.
· Coach Support Workers to deliver the right support by observing how they provide support, telling them what they are doing well as well as what and how they need to improve
· Review how well the Team as a whole unit is enabling Clients to access opportunities and engage in meaningful activity and relationships.
·  Plan and communicate with Support Workers regularly using a variety of forums and methods to ensure consistent Team understanding of and commitment to client progress, (examples include Team Meetings, email, phone, written documents, verbal, 1:1, group communication).
· Actively participate in recruitment and selection of Support Workers with the best potential to match Client needs and expectations.
· Ensure Support Workers receive thorough and appropriate induction enabling successful integration into the Client’s life.
· Actively participate in and contribute to Monthly Disability meetings, training and professional development.
· Based on the needs of the clients develop and maintain staff rosters 
· Reflect on and seek to develop own work performance 
· Ensure staff maintain the safety and cleanliness of the house, contents, grounds and vehicle
· Ensure COVID-19 related Infection Control protocols are adhered to
· Maintain accurate and up-to-date documentation including Participant Plans and protocols
· Woodville is committed to providing a healthy and safe workplace for all employees, clients and visitors. To ensure this it is your responsibility that all potential hazards accidents and incidents are identified and reported 
· Follow the Policies and Procedures of Woodville and ensure Support Workers also follow them. All employees are required to read, understand and adhere to Woodville Policy and Procedures.
Key Outcomes
· Team Leader and Key Worker monthly Reports are completed in time 
· Orientations, Inductions and training are completed for all staff 
· Clients Plans and Protocols are current and comprehensive 
· Relevant information, records and data is documented accurately, objectively and in a timely manner 
· Routines are in place for house, grounds and vehicles and are all operational in a clean and safe manner 
· Maintenance and repairs are reported as soon as possible 
· Staff rosters are developed as per funding guidelines in line with ROC  
· Shifts are approved daily
· Regular staff supervision is conducted and documented 
· Incident Reporting complies with the response time guidelines 
· All meetings are attended as directed 
· Restrictive Practises are reviewed, submitted and reported on in the appropriate timeframes 
· Successful recruitment of staff 
· Staff meetings conducted regularly
· Regular communication occurs between all stakeholders -external and internal
· All significant issues are reported to the Disability Services Manager and grievances and complaints are satisfactorily resolved as per Woodville’s Policy and Procedure 
· Understand NDIS quality and safeguarding reporting. 
· Completion and appropriate escalation of reportable incidents. 
· COVID related safety protocols followed and adhered to
· Always stock adequate amount of PPE




	3. Stakeholders

	Key Tasks
· Support Clients, providing the right amount of liaison between families, guardians, community groups, healthcare professionals, teachers and other services in the individual’s life.
· Support and be responsive to parent/guardian concerns  
Key Outcomes
· Regular communication between all stakeholders  
· Stakeholders are informed of developments and changes within the service as they occur 
· Monthly stakeholder’s communication sent out to client’s stakeholders





	4. General

	· Agree to and demonstrate commitment to our Code of Conduct.
· Agree to and demonstrate commitment to our policies and procedures.
· Agree to and demonstrate commitment to the outcomes of the position description.
· Adhere to working conditions as described in the employment contract.




F. RECRUITMENT CRITERIA
	Diploma in Disability Services, or Community Youth Services from a recognised training provider, and/or equivalent, relevant work experience managing teams and navigating the NDIS system within disability sector.	

	Good understanding of and demonstrated experience in delivering a person-centred support model that allows individuals to achieve their goals and potential.

	Advanced critical thinking and problem-solving skills to be able to find unique and safe 
                 ways to support clients.

	Experience in assessing, developing, implementing and reviewing client plans, goals and 
            supports.

	Demonstrated advanced communication skills and high levels of empathy. 

	Unrestricted Driver’s License

	First Aid Certificate

	Working with Children Check AND NDIS worker Check






G. OTHER REQUIREMENTS
	· You may need to perform other reasonable duties which are not listed in this position. description from time to time to meet our business and operational needs. 
· You may be required to travel with notice to fulfill your duties.
· To work and promote the NDIS Practice Standards.
· To promote a person-centered culture of choice inclusion and empowerment.
· A commitment to the principles of quality assurance and continuous improvement.
· Responsible for engaging in discussion about and helping to create and sustain a culture of continuous quality improvement. 
· Identify improvement opportunities, ideas and suggestions for quality improvements.



I acknowledge having read and understood the requirements of my position.

	Employee Name

	Employee Signature and Date
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