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WAVERLEY COMMUNITY OUT OF SCHOOL CARE 

	Part A - Position Description


	Role Title:
	Manager

	Award
	National Children’s Services Award 
	Hours of Work - shifts 

between 7am to 6pm Monday to Friday 
	38 hours per week

	Role Reports to (role title):
	WCOOSC Management Committee

	Direct Reports (role titles):
	Co-ordinator (role to be reviewed), Carers


	Purpose

	To deliver a high quality out of school hours service for children and their families through the effective management of the centre and leadership of the WCOOSC team aligned with best practise principles and the National Quality Framework.


	Key Accountabilities

	Operations and general management
· Effectively manage the day to day operations of the Centre to ensure it runs smoothly and efficiently
· Plan and implement the provision of a quality child care services at the Centre 

· Foster a culture of continuous improvement and regularly review all aspects of the Centre’s day to day operations to ensure that best practise standards are upheld 
· Ensure that the Centre is clean and well maintained at all times and that any damages and repairs are reported/addressed promptly (liaise with Waverley Primary School Principal and/or Office Administrator as required)

· Purchase all materials and equipment for the service as required and maintain purchase records

	WCOOSC Programming
· Develop and implement high quality childrens’ programs for before/after care sessions and vacation care that meet the different physical, social, developmental and cultural needs of all children and which foster an environment of inclusiveness
· Ensure that programs provide children with choice and opportunities for different play and social activities aligned to the framework for School Age Children and the National Quality Framework 
· Effectively manage the planning and implementation of programs in accordance with relevant policies and procedures and ensure programs are properly documented (including risk assessments for excursions)
· Provide the Management Committee with a documented program plan for each term (including vacation care) at least one term in advance to ensure timely development and implementation
· Ensure that the resources and equipment required to deliver programs are within budget, accessible and well maintained


Proactively monitor, evaluate and adjust programs on a regular basis and in consultation with the Management Committee to ensure that:

· the needs of all children continue to be met
· activities are aligned with best practise standards

· programs are managed cost effectively

Ensure that program details are communicated clearly and effectively to all team members, parents, children and the Management Committee 

	Administration

· Lead the implementation of the National Quality Framework/My Time My Place across the Centre in consultation with the Management Committee and Network (as required for advice and support)
· Develop, implement and evaluate policies and procedures for the Centre in line with the National Quality Framework (in consultation with Network as necessary) or as directed by the Management Committee

Recommend policy and procedural changes as they become necessary to the Management Committee for endorsement

Implement effective record management systems and processes to ensure that all family, staff and incident records are maintained in good order, remain current and are stored securely to maintain confidentiality 

Ensure that Centre operations comply with all relevant government guidelines and funding requirements and that all team members have a thorough understanding of current policies and procedures

Manage account management systems and processes effectively to ensure that the receipting and handling of fees is conducted accurately, securely and to set deadlines

· Prepare and maintain Child Care Benefit claims accurately and in a timely manner

Manage all enrolment and waiting list processes and procedures effectively and efficiently and ensure  that priority of access guidelines are adhered to

Contribute to the development of the annual budget and manage expenditure in line with the agreed budget
· Ensure that WCOOSC’s use of school facilities is compliant with the DET Community Use Agreement
· Manage promotional and fundraising opportunities proactively and in consultation with the Management Committee

Participate in professional workshops and forums as required to maintain a current knowledge and the skills relevant to industry best practise and trends 

	Children

· Foster a rich and engaging play environment consistent with the framework for school age care and one which creates an inclusive, collaborative and caring space for children

Actively involve children in the continual development of programs, ensuring a variety of activities to cater for their various physical, social, developmental and cultural needs 

Oversee the implementation of the behaviour management policy to ensure a safe environment for all children and modelling and promote this via the demonstration of appropriate behaviours at all times

· Ensure that all team members understand and consistently apply the behaviour management policy   


Provide feedback to parents regarding their child’s/children’s participation at the Centre as appropriate
· Adhere to all mandatory reporting policies and procedures for conveying risk of harm concerns to the relevant school principal and to Community Services for reporting risk of significant harm
· Support the inclusion of children with additional needs and implement individual management plans as required in consultation with the relevant school to ensure consistency and continuity of support for the child

	Community and Client Engagement

Communicate regularly and effectively with parents, Waverley Primary and St Charles Schools as well as the broader community to ensure that:

· a strong, collaborative relationship is nurtured with parents, the schools and broader community
· Centre policies and procedures are clearly understood

· any changes to the Centre are notified in a timely and consultative manner

· opportunities are provided for formal and informal feedback to ensure that the needs of children and their families are met
· the Centre is presented professionally at all times

Maintain open and regular communication with the Waverley Primary School Principal to ensure that all issues related to the Community Use Agreement and the use of the school grounds generally are managed effectively and professionally

Participate in school orientation days/information sessions for new kindergarten parents in order to provide information about the Centre’s services and build relationships with new parents

· Contribute regular WCOOSC updates to the Waverley and St Charles schools newsletters and their respective P&C bulletins in order to keep the schools’ communities informed about WCOOSC activities.
· Develop and implement a regular electronic WCOOSC newsletter to provide families with information about the Centre’s operations and programs generally

· Utilise available technology effectively to reduce paper waste in all WCOOSC communications 
· Respond to surveys and requests for information from community groups and government representatives while always maintaining confidentiality of information requirements

Attend regional OOSH meetings as required

	People

Effectively lead and manage the WCOOSC team to:

· ensure a high standard of care is maintained at all times for the children using the service

· create a professional and supportive workplace culture
· achieve Centre objectives within agreed timeframes  
· Effective resource management and timely coordination of the recruitment of new staff to ensure that the Centre’s human resource needs are met (recommend new appointments to the Management Committee for approval)
· Conduct annual performance reviews for all permanent staff and ensure individual training and development plans are created and maintained

Conduct Working with Children Checks on all team members and volunteers.

Effective conflict resolution and problem solving as required to manage staff, parent and community issues

Ensure staff pays are accurately processed in a timely manner


Attend regular meetings with the Management Committee and provide a detailed report of current and future activities and issues. 

	Workplace Health & Safety (WHS)

· Manage Centre operations in accordance with relevant WHS legislation and regulations to ensure a safe environment is maintained
· Ensure regular fire and emergency evacuation drills are undertaken by staff and children (a minimum of one per term)

· Ensure all Centre staff receive WHS training relevant to their roles  

· Ensure adequate operational, licensing, risk management and workplace health and safety procedures are regularly reviewed and implemented

Manage accidents or emergencies as per relevant Centre procedures and apply First Aid as necessary
· Ensure all first aid treatments are recorded and the parent is notified accordingly
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Part B - Person Specification

	Qualifications 

	Required: 

· A Degree or Diploma in Child Care, Teaching, Recreation, Youth work 
· First Aid Certificate
· Satisfactory Working with Children police check
Preferred:

· Certificate IV in Children's Services (Outside School Hours Care) 

· Diploma of Children's Services (Outside School Hours Care) 

· Advanced Diploma of Community Sector Management 
or
· A degree in Children Services
· A degree in Teaching




	Skills and Abilities (Individuals capabilities, include level of proficiency)

	Required: 


Minimum 3-5 years experience of working with children in an Out of School Hours environment 

Minimum of 3-5 years people management experience and proven leadership skills

Demonstrated experience of managing and receipting fees and working to a set budget


Significant experience and skills in developing and implementing effective programs for school aged children


Proven high level ability in effectively managing administrative processes

High level computer literacy (Word, Excel and Outlook) and proficient in the use of Quikkids

Proven ability to develop, implement review effective and compliant policies and procedures

Provenhigh level written and oral communication skills

Demonstrated high level of emotional intelligence including the ability to manage conflict, negotiate and influence a wide range of community stakeholders

Demonstrated skills and experience in working independently and effectively in a fast paced environment.


Proven high level problem solving skills and the ability to make effective and appropriate decisions in a dynamic (and at times pressured) environment



	Core Competencies

	Child Focus 

Puts children first, builds strong relationships with parents and children and ensues that WCOOSC direction and approach is responsive to the needs of children and parents; continually focuses on “making the children’s day”
Leadership

Models the way and leads by example, creates a clear vision and goals, delivers on promises, inspires others to reach their full potential, conducts him/her self with integrity at all times, treats others with respect, communicates openly
Accountability & Results Focused 

Takes ownership for individual goals, activities and decisions for areas of accountability to ensure the successful achievement of quality results; delivers excellence in areas of work responsibility.

Continuous Improvement 

Takes initiative to improve operational services and systems so that they are effective and consistent with purpose and principles of the WCOOSC; incorporating innovation, creativity and experimentation into daily work.

Technical & Professional Knowledge 

Has a theoretical and practical knowledge of child care services, systems, operation, procedures related guidelines; keeps abreast of current developments and trends in areas of expertise.

Teamwork 

Works effectively with others to accomplish goals; takes action that respects the needs and contributions of others; contributes to and accepts the consensus; demonstrates optimism in team interactions and the completion of daily work.

Open Communication 

Encourages openness and trust in the organisation by sharing information widely, listening, welcoming constructive challenge and encouraging free dialogue to create ownership and commitment.


	Experience (The minimum amount of experience required to perform in the role)

	
Minimum 3-5 years experience in a child care environment


	Additional Requirements

	


	Prepared by:

Name: Eloise Eaton
Role Title: Secretary, WCOOSC Management Committee
	Date:



	Approved by:

Name: Karen Kelly
Role Title: President, WCOOSC Management Committee
	Date:
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(this role will be reviewed following the appointment of the Manager)
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