Vista Community Support

Team Leader Position Description
Ballarat Location V I f I

Live [9‘& your way!

Position Summary:

This role is responsible for the management, monitoring, service development, and quality of
nominated service programs. This role is responsible for specific service programs and directly
supervises direct care staff with support from the Senior Coordinator - Operations.

The role will oversee the day to day operations of particular program services to ensure that the
relevant support services are delivered in a manner consistent with Foundation Policy and
Procedure Guidelines, Organisational Values, the Victorian Disability Service Standards and
relevant Occupational Health and Safety requirements.

VISTA provides community based, individualised services in three regions in Victoria: Western
Victoria (comprising Grampians & Loddon-Mallee), Gippsland (comprising Gippsland and
Cardinia), and Metropolitan (comprising Northern/Western Metropolitan, Eastern Metropolitan
and Southern Metropolitan).

We encourage a supportive work environment where staff enjoy varied roles and a development
focus, and where contributions to the organisation’s important work within the community are
valued. You will be supported by a strong organisational support team.

Vista Community Support — ‘VISTA’ - is a state-wide provider of community based support
services and an organisation that is contracted to provide service on behalf of the EW Tipping
Foundation.

Vision:*Our Goals your Dreams your Aims, your Way’

Mission Statement: Our Mission is to empower people to maximise their life choices, by:
= Providing services which continually improve,
= Fostering inclusive communities,
= Encouraging positive change.

Our aim is for the people we support to share in the philosophy of ‘Be Who You Want To Be’.
Whether the person lives in shared accommodation, with parents, with carers or independently,
our aim is for people to have the highest quality of life possible. We aim to ensure people using
our services have high levels of inclusion, participation and partnership.

Value statement

Vista Community Support believes that the core values of respect, integrity, empowerment, open
communication and continual learning underpin our commitment to supporting people to
enhance their life opportunities and choices. We expect all employees to work in a
professional manner based on these values.




Key Objectives:
Team Leader - Operations
Managing Service Delivery
1. Coordinate and manage services and programs
2. Manage a component of a service program providing direct care services to supported
persons in a range of settings.
3. Develop, implement and monitor the effectiveness of Individual Program Plans.
4. Co-ordinate, and directly provide where necessary, skills training in daily living activities.
5. Ensure supported persons receive appropriate support with daily living and self care
activities and directly provide that support, where necessary.
6. Ensure the provision of general (program/household) management functions, including
assisting with (program/household) tasks and maintaining appropriate records.

7. Participate in the development of General Service Plans for supported persons.

8. Participate in the selection, recruitment, orientation, in service training and appraisal of
staff.

9. Provide advice and information to supported persons, their families and other service
providers.

Environmental Occupational Health & Safety:
1. Implement and monitor OH&S policies and procedures.
2. Participate in the review and evaluation of OH&S policies and procedures.
3. Ensure any OH&S issues and matters are proactively managed in the first instance and
then managed through to outcomes.
4. Ensure new referral processes include and have completed all OH&S requirements prior
to services being implemented.

Additional requirements specific to streams of work:

Vista Community Support - Community Based Services:
e Roster each program effectively developing tools to assist effective use of resources.
e Maintain the principles of VISTA workforce.
e Develop and enhance an effective intake process which includes a financial assessment,
OHS assessment and associated risk assessments where necessary.
e Reduce regional commitment to unfunded case management.

EW Tipping Foundation: Background
E.W. Tipping Foundation (EWTF) facilitates an inclusive Victoria and a strong disability support
sector. We are a leading state-wide provider of residential and other in-community care services.

Our services are designed for people with a range of abilities and support needs. We support
people with physical, sensory, psychiatric, and intellectual disabilities, as well as people with
multiple disabilities and people with acquired brain injury. We also support families of people
with disabilities, and other people in the community.

E.W. Tipping Foundation commenced in 1970 following a meeting of more than 1,700 people in
the Melbourne Town Hall. The Foundation is named in honour of Melbourne journalist and
disability advocate, E.W. (Bill) Tipping, who contributed for many years to improving the situation
of people with disabilities in Victoria. The Foundation is a community-based organisation.

We have a Board of Governance whose volunteer members bring a wide range of skills and
perspectives, and the Foundation has voluntary Service Operating Committees and Community
Committees providing advice on services throughout the state.




The Foundation has two purposes:
1. To provide person centred support.
2. To promote the development of inclusive communities.

We provide person centred disability and support services through residential, recreation, respite
and specifically tailored individualised in-community services. These services are supplied
through much of the state, from Lakes Entrance in Gippsland to Horsham in Western Victoria
and from McCrae on the Mornington Peninsula through to Swan Hill on the New South Wales
border. We support almost 400 people and employ more than 400 staff.

We also aim to increase the inclusion of people with disabilities in Victorian communities. We do
this by raising issues affecting people with disabilities in the media and with key decision
makers. We also foster co-operation amongst members of communities and between
community organisations.

We are a charity, partly funded by the Victorian State Government, but also with a strong
independent income stream.

The Foundation’s Patron-in-Chief is Governor of Victoria, Professor David de Kretser, AO and
we also enjoy the support of our Patrons Dame Elisabeth Murdoch, AC, DBE, CBE and Dr
Marjorie Tipping, MBE.

Additional information about the Foundation is available on our website:
www.vistasuppotrt.org.au.

Level of supervision:

This position reports to the Senior Coordinator - Operations, WVIC Region. This position
receives general direction from the Senior Coordinator and also the General Manager —
Community Individualized Services but will develop a high level of autonomy and work closely
with several other Team Leaders.

Reporting to this position are Support Workers who are responsible for providing assistance to
people for whom we provide services for.

Liaison with stakeholders:

The Team Leader will establish and maintain positive relationships with support workers, service
providers, families and friends of persons receiving services and other staff. The incumbent will
at all times demonstrate the values of VISTA and the EW Tipping Foundation in their dealings
with the community and all stakeholders.

Authority & Accountability:

The person in this role will have authority to arrange rosters, recruit new staff under the direction
of, and with assistance from the Senior Coordinator - Operations, promote the service, and liaise
with the relevant sections of the Department of Human Services and other organisations in
relation to community-based services. This position will manage the day-to-day program
activities of community based services within the allocated budget, including hours and other
services and ensure the appropriate reporting requirements are completed in a timely fashion.
This person is accountable to the Senior Coordinator - Operations for outcomes and for
appropriate resource and financial responsibility within their area of responsibility.




Key Selection Criteria:

Selection will be based on the skills, knowledge, past performance and personal attributes that
are required for achieving the key objectives listed above. Demonstrated conduct in line with the
organisations values and the potential for future development will also be considered.

Essential:

1. Significant experience in the delivery of community based human services.

2. Well-developed communication skills including the ability to relate to people with
disabilities and others in a positive, respectful and supportive manner.

3. Ability to coordinate the provision of services and programs to people with individual
support needs.

4. Ability to work in a vibrant, self directed team environment.

5. Ability to demonstrate a mature approach to problem solving and designated tasks.

6. Demonstrated ability to support and supervise staff along with demonstrated
organisational and time management skills.

7. Well-developed literacy, numeracy and computer skills.

8. Demonstrated organisational skills, including the ability to work autonomously.

9. Demonstrated administrative ability; including budget management, rostering of staff and
maintenance of records.

10. Ability to promote the services to potential clients and funding bodies and increase
service provision.

11. Current Victorian Drivers Licence

12. Satisfactory current clear police check

Preferred:
13. Appropriate tertiary or certificate level Disability or Health related qualifications.
14. Understanding of the policy and funding environment of the community services sector.

Remuneration:

An attractive salary package with a base salary equivalent to Band 5 of the VISTA Agreement
2007 (equivalent to Grade 5 Residential and Support Services Award) with the opportunity to
salary package plus Superannuation.

Other tax-effective salary-sacrifice arrangements such as associate leases or novated lease
motor vehicle, and/or entertainment allowances, and additional super are also options. A mobile
phone and laptop computer is provided for reasonable personal and professional use.

We also have a strong commitment to professional development, and there would certainly be
scope for additional learning and development opportunities.

Professional Association:
Membership of Disability Professionals Victoria (DPV) would be highly regarded.

Location:
The position is full time and include a three (3) month probationary period. The position is
located at our Western Victoria Regional Office in Ballarat.

Classification, Hours & Basis of Employment:

This is a full time temporary salaried position. Hours need to be flexible and responsive to the
variety of needs of the role. We have an expectation of a focus on outcomes and an expectation
that the incumbent of this position will be professional in managing their time. Within that
context there is considerable flexibility in hours.




Applications Due Date:
Applications must be received by close of business on Friday, 5 March 2010.

How to apply:

Applicants need to include an application letter, a summary of relevant personal and
professional experience, contact details for a minimum of two referees, and a statement
responding to the Key Selection Criteria. Note that failing to specifically respond to Key
Selection Criteria may seriously disadvantage the applicant.

Emailed applications to:
LThomas@vistasupport.org.au (using MSWord attachments) are strongly preferred.

Equal opportunity principles will be applied and appointment to this position will be subject to a
criminal records check and pre-employment pre-injury/Workcover statement.

Vista Community Support —
Position Description — Team Leader, Operations

I, have
read the above details carefully and | understand and accept the explained employment criteria
conditions and information.

Date

Signed




