	OFFICIAL

[image: ]
OFFICIAL

OFFICIAL


Job Description Form
Housing Services Team Leader

Position Details	
Position Number:		Generic
Classification:		Level 5
Award/Agreement:	Public Sector Award and Agreement
Organisational Unit:	Housing Services / Various
Location:			Metropolitan and Regional WA
Classification Date:	
Effective Date:	July 2025

Reporting Relationships
This position reports to:
Advisor Regional Aboriginal Housing, 015762, Level 7
Manager Housing Services, Level 6
Area Manager, Level 6
Manager Property Maintenance, 013344, Level 6

Positions under Direct Supervision:
This position supervises a small team.




Role Statement
This role manages the coordination and delivery of housing services through supervision and leadership of its team members within the region. 



Position Duties and Responsibilities

1.	Mentoring 
1.1	Provide feedback, coaching and proactive support to team members in their development and career growth opportunities. 
1.2	Effectively communicate and consult with staff in regards to workplace issues and changes. 
1.3	Foster a safe working environment and safe work practices. 
1.4	Provide a supportive work environment that recognises and values staff diversity, abilities and contributions. 

2.	Training
2.1	Manage the application of Department - Housing’s policies, initiatives and systems through the review of team processes and support of staff. 
2.2	Deliver training to staff on Department - Housing’s policies, initiatives and systems. 

3.	Supervision
3.1	Ensure a shared understanding of roles and performance expectations. 
3.2	Monitor and review Key Performance Indicators and team outcomes with the responsibility to initiate and implement appropriate strategies to address any issues proactively. 

4.	Customer Service
4.1	Apply and work within the Department - Housing’s Customer Service Charter and Department - Housing’s policies and procedures. 
4.2	Assist the Manager Housing Services/Area Manager to implement, maintain and enhance the Customer Service Charter within the region. 
4.3	Assist the Manager Housing Services/Area Manager in developing new customer service strategies and initiatives for the region. 
4.4	Provide support to team members in dealing with those customers at high risk or with complex needs, including liaison with other government departments and external support agencies or advocates. 

5.	Other 
5.1	Apply equal opportunity principles and diversity practices, adhere to OSH standards and ensure compliance with Department - Housing’s policies and guidelines. 
5.2	Contributes to the regional management team in operational and strategic planning. 
5.3	Relieves at any other branch in the Region as required. 



Corporate Responsibilities

1.	Exhibits accountability, professional integrity and respect consistent with the Department’s Values, the Code of Conduct, and the public sector Code of Ethics.
2.	Actively participates in the Department’s performance development process and pursues professional development opportunities.
3	Participates in emergency or critical event response management duties as required.
4.	Undertakes other duties as required.

Work Health and Safety Responsibilities

All Employees (and Volunteers / Trainees / Contractors)
1.	Take reasonable care for your own health, safety and wellbeing at work, and that of others who may be affected by your actions or omissions; and comply and cooperate with safety and health policies, procedures and applicable legislated requirements.
Supervisors (if applicable)
2.	In addition to the Employees WHS responsibility, ensure as far as practicable, the health, safety and wellbeing of staff under your supervision through the provision of a safe workplace in accordance with health and safety legislation.


Essential Work-Related Requirements (Selection Criteria)

1.	Demonstrated ability to lead, develop and mentor a team to achieve organisational goals and targets. 
2.	Demonstrated ability to develop and maintain effective internal and external stakeholder relationships, including the general public. 
3.	Demonstrated ability to manage multiple tasks, prioritise workloads, meet deadlines and work with minimal supervision. 
4.	Demonstrated ability to work with people from diverse and multicultural backgrounds, and show respect for their cultural differences/needs, in particular, Aboriginal and Torres Strait Islander peoples. 
5.	Well-developed written and verbal communication skills, especially when responding to sensitive issues. 
6.	Promote continuous improvement and innovation. 

Essential Eligibility Requirements / Special Appointment Requirements

1.	Appointment is subject to a satisfactory Criminal Record Check conducted by the Department.
2.	Possession of a current Western Australian 'C' or 'C-A' Class Driver’s Licence or equivalent, and the ability to travel in response to organisational needs. This requirement continues for the duration of employment in this position and from time-to-time production of the licence may be required upon request by the Department. 
3.	Available to attend offsite meetings outside of normal working hours. 
4.	Ability to travel to remote regional locations, including by light aircraft, and to stay overnight or for short periods. 

				       		  Page 1 of 15	
	Housing Services Team Leader, Generic, Level 5
	Page 2 of 9



image1.png
Government of Western Australia
Department of Housing and Works





