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JOB AND PERSON SPECIFICATION

	Title of Position
	Team Leader
	Position Number
	N/A

	Division
	Services Division
	Award
	SCHCDS

	Section
	Reintegration Services
	Classification
	Level 6/7

	Location
	Adelaide Metropolitan
	Employment Type
	As per contract

	Delegated $ Authority
	N/A
	Probation Period
	6 months

	Position Type
	As per contract
	Hours per. week
	As per contract


Job & Person Specification approved by the CEO: ........................................................  ...../...../.....

______________________________________________________________________________

JOB SPECIFICATION

1. Summary of the broad purpose of the position in relation to organisation goals.

The Team Leader is responsible for providing leadership to the relevant program(s) and team. This includes the day to day planning, design, development, delivery, coordination, and evaluation of a comprehensive array of services aimed at improving lives, preventing offending and minimising harm.  These programs may be either funded from Government grants or delivered on a fee for service basis. You are required to proactively monitor, evaluate, and report on program activities against deadlines and produce ad hoc reports as required. 

OARS CT follows the SA Information Sharing Guidelines (ISG) for promoting safety and wellbeing.  The Rehabilitation Counsellor is required to comply and act in accordance with the ISG Policy & Guidelines.

2. Reporting/Working Relationships

The Team Leader is directly responsible to the relevant manager, which may be the General/ Team or Service Manager (as per the contract of employment) and assists them to ensure service delivery, management, planning and policy development. You will develop effective and collaborative working relationships with internal stakeholders, manage the day to day activities of staff. Take responsibility for work sites as required and develop effective working relationships with stakeholders and professional networks relevant to the programs.
3.
Special Conditions 

· A current driver’s licence is required

· Some travel to outreach sites and out of hours work are required
· Must maintain a police check, DHS Screening Check and any other clearances as directed

· Participation in the On-Call Roster
Statement of Key Outcomes and Associated Activities

3. Statement of Key Outcomes and Associated Activities  

The Team Leader is to work as a part of a team to deliver: 

4.1 
Leadership
· Provide leadership and day to day direction to staff
· Ensure regular supervision of staff occurs and is documented

· Undertake informal and formal performance management as necessary, in consultation with General Manager, Team Manager(s) and Human Resources as appropriate
· Ensure that client outcomes are maximised by efficient and effective processes and procedures

· Positively promote OARS and Community Transitions within the community

· Develop and maintain professional relationships with relevant stakeholders 
· Development and maintenance of staffing rosters across relevant programs and services.
4.2
Service Delivery
· Ensure the provision of a range of program(s), through the development and delivery of high-quality interventions and services for clients

· Oversee and perform day-to-day administration requirements, including

· Data collection and collation

· Attendance reports and progress reports completed (where required) 
· Commitment to high level intervention practices (client referral, intake, assessment, and intervention processes) is maintained within the team

· Oversight of client records, evaluation material and feedback data

· Liaison and networking with a range of interested parties and relevant stakeholders

· Commitment to increasing staff and own knowledge and undertaking best practice interventions

· Support a culture of continual quality improvement in the team

· Work with relevant manager(s) to ensure understanding of and adherence to funding agreements and/or Memorandums of Understanding (MOUs) and actively assist in the development of and deliver against these

· Provide monthly and ad hoc progress reports as required, regularly evaluate services against expectations, and contribute towards Program and Organisational reports

· Data collection, collation and appropriate accurate records and reports provided to funding bodies and partners in a timely manner

· Maintain professional skills and participate in the roster of staff, and provision of service as required
· Maintain and manage a portfolio of clients where directed
4.3
Planning, Service Development and Evaluation
· Support the identification of needs and the development and delivery of projects and improvements to existing projects and/ or programs. 

· Communicate regularly with peers and team regarding program development and service provision
· Establish and maintain a safe, supportive, and effective team environment 
· Ensure that services are assessed for quality and formally evaluated in accordance with funding requirements and broader organisational needs.

· Ensure that the effectiveness and efficiency of organisational policies and services are reviewed regularly and recommend adjustments
4.4 
Professional

Ensure that; 

· Self needs for support, development and supervision are met by fostering strong communication with the relevant manager(s)
· Knowledge, skills, and service provision is in keeping with current practices, by accessing up to date literature, attending/participating in professional seminars and workshops, participating in, and contributing to in-service education programs

· Oversight of staff activities and provision of quality line/program supervision

· Contribute to and comply with OARS Community Transitions policies, directives, and guidelines and ensure the team are aware of and abide by these
4.5
General
· Provide the relevant manager(s) with support and assistance as required.

· Ensure the service is promoted in a positive manner to the community

· Contribute to the promotion and the reputation of OARS Community Transition by representing the organisation on approved internal/ external committees and work groups.

· Provide a monthly report to the relevant manager on behalf of the program(s)/service
· Data collection and collation regarding the service and its outcomes are managed in accordance with the service agreement

· Services are provided in context with quality management processes within the organisation and subject to regular quality audits
· Procedures adhere to the requirements of Equal Opportunity, Workers Health and Safety and Workers Compensation legislation 

· Promote the standards of OARS Community Transitions work by:

· Acting as a role model

· Establishing professional relationships with agencies such as corrections, community housing providers, courts, and Parole services.
· Oversee the training and ongoing usage of VTASS

· Any other duties as directed 

5. 
Work Health and Safety

· Maintain a safe work environment in accordance with the organisation’s Work Health and Safety Policies and Procedures
· Ensure staff are aware of and implement relevant WHS policies and practices
· Participate in mandatory Work Health and Safety training sessions
· Ensure appropriate risk assessments are completed, recorded and accessible to relevant parties
· Identify and promptly report accidents, hazards, and incidents in the workplace
· Undertake prompt debriefings and offer advice and support in the event of a client or WHS incident
PERSON SPECIFICATION
Essential Minimum Requirements

Educational/Vocational Qualifications
· Degree qualification in Social Work, Counselling, Psychology or equivalent, or a diploma in similar with extensive experience in an appropriate field 

· A demonstrated understanding of clients experiencing significant disadvantage, such as exiting incarceration, and an appreciation of their needs, and the appropriate services available
Personal Abilities/Aptitude/Skills

· Personal commitment to the practice and principles of non-violence, justice, social inclusion, and gender equity issues 

· Demonstrated ability to effectively supervise the delivery of case management/ therapeutic interventions and staff delivering these as appropriate.

· Ability to prepare reports and maintain records, and utilise client database systems
· Ability to develop and maintain professional networks, including committee participation. 

· Able to think conceptually, develop plans, implement strategies, and evaluate results.

· Able to implement policy within broad direction. 

· Excellent time management, planning and prioritisation skills

Experience:

· In assessing needs of clients and prioritising the allocation of resources based upon these needs responding creatively and flexibly.

· Working with disadvantaged people with high and complex needs.

· Working collaboratively with a range of service providers, including advocacy and networking
· Working with minimal supervision.

Knowledge:

· Support Services and referral pathways available for individuals with high and/or complex needs 
· Working knowledge of the Criminal Justice System, 
· Workplace Health, Safety and Welfare Principles. 

_____________________________________________________________________________
DESIRABLE CHARACTERISTICS

Educational/Vocational Qualifications

· First Aid Certificate

Personal Abilities/Aptitudes/Skills

· Conflict resolution/ conflict management skills

· Good IT skills, including database use and extrapolation of data from computerised client information systems, such as Excel

Experience
· Working with people from a range of cultures and social backgrounds.
· Experience working within complimentary programs such as addiction, counselling,

 domestic and family violence, gambling and/or NDIS services
Knowledge
· An understanding in Restorative Justice Principles.
· Office management practices

· Project Management Techniques

Acknowledged by Occupant

I confirm that I understand and agree to the expectations of this role as listed in this Job Description and confirm that I have the skills and experiences to undertake these.
Name…………………………………..
Signature…………………………………  Date……………..

1
2

