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Job Description Form
Area Manager – Country South

Position Details
Position Number:		Generic 
Classification:		Level 6
Award/Agreement:		PSA 1992 / PSCSAA 2022
Organisational Unit:	Community Services / Service Delivery / Regional 
Location:			Regional WA 
Classification Date:	2008 
Effective Date:	June 2023

Reporting Relationships
This position reports to:
Regional Managers, Various, Level 8 

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



About the Department
The Department of Communities is Western Australia’s major human services department that brings together vital services and functions that support individual, family and community wellbeing.
Working closely with our partners across government and the community services sector, our areas of responsibility include disability services; child protection; housing; homelessness; women’s interests; community services; prevention of family and domestic violence; seniors and ageing; volunteering; and youth.  We also lead the State’s welfare recovery, following challenges presented by the COVID-19 pandemic.
We support many Western Australians, with a focus on some of the most vulnerable people in our state.  The job we do is rewarding but can be challenging.
People, place and home is at the core of everything we do and why we do it.
We work for the people who make up our communities across Western Australia; we help people be the best they can be.  We focus our efforts on building places that are inclusive and connected and offer everyone the opportunity to prosper.  And we support children and families so that they can have a physically and emotionally secure place to call home.
We promote a diverse workforce and embrace a high standard of equal opportunity, health and safety, and ethical practice.
Join us and work in a role where you can make a real difference to the lives of children, families, individuals and communities throughout Western Australia.


Role Statement
This role manages and controls the activities of the Area Office.



Position Duties and Responsibilities

1.	Area Management 
1.1	Manages and controls the functions of the Area Office to ensure that quality services are provided in accordance with Departmental policy. 
1.2 	Contributes to the development and review of Regional strategies, policies and programs at a local level, and implements policies and procedures for the Area. 
1.3	Establishes and maintains contact with a network of Service Agencies, Welfare bodies and local Politicians within the Area Office’s sphere of operation. 
1.4	As part of the Regional Management Team, assists with the strategic management and control of the Region’s business activities and formulates and reviews Area and individual Work Plans. 
1.5	Manages and implements Projects and programs at a local level and assists with more complex and strategic Projects as required. 

2.	Client Services 
2.1	Assesses the eligibility of applications, priority assistance and controls Waiting List management. 
2.2	Determines or declines Bond Assistance applications. 
2.3	Manages controls and monitors the allocation of Tenancies. 
2.4	Controls and coordinates the maintenance of all properties and ensures satisfactory completion of maintenance. 
2.5	Provides a focal point of contact for clients at a local level to provide advice and assistance in regard to the Department’s services, as well as services available from other Departments/organisations. 
2.6	Investigates and responds to Managerial, Parliamentary and Ministerial enquiries. 



3.	Human Resources 
3.1	Manages and directs staff under control, ensuring staff are aware of all conditions of their employment. 
3.2	Provides guidance to staff under control, identifies training needs and ensures staff are adequately trained to give quality services to clients. 
3.3	Conducts regular comprehensive staff appraisals, monitors staff performance, and provides staff with feedback and recognition of work performance and access to counselling as required. 

4.	Financial Service
4.1	Controls, monitors and reviews all revenue and expenditure activities in accordance with the Financial Management Act 2006, and controls the reconciliation of daily banking. 
4.2	Controls, authorises and reviews revenue services, recovery action, subsidies and amenities provisions. 
4.3	Conducts self-audit programs and reports on key Branch audit controls. 
4.4	Formulates submissions for Capital Works Budgets and Building Programs. 

5.	Asset Management 
5.1	Manages and controls the acquisition and disposal of properties and other assets at a local level, ensuring that rental assets are maintained in accordance with Work Health and Safety regulations. 
5.2	In conjunction with the Manager, develops, schedules and implements Asset Management strategies, including assisting with refurbishment programs. 
5.3	Controls and manages the assets of the Area Office, including motor vehicles. 



6.	Other 
6.1	Ensures that Records services and Registers are maintained. 
6.2	Promotes a high standard of Equal Opportunity and Diversity, personal conduct, and Work Health and Safety in the workplace. 



Corporate Responsibilities

1.	Exhibits accountability, professional integrity and respect consistent with Communities Values, the Code of Conduct, and the public sector Code of Ethics.
2.	Actively participates in the Communities 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.	Experience in the management of rental accommodation. 
2.	Demonstrated mid-level management experience, with the ability to lead, develop, and maintain a well-trained, innovative and motivated team to achieve mutually agreed objectives and goals. 
3.	A high standard of relationship management skills, including the ability to relate to staff at all levels and to liaise effectively with external Agencies and the general public. 
4.	An ability to effectively communicate with Aboriginal people and a knowledge and understanding of multicultural client groups and issues. 
5.	Well-developed written skills, particularly in Report Writing. 
6.	Ability to prepare and monitor Budgets effectively. 
7.	Analytical skills and the ability to solve problems.


Desirable Work-Related Requirements (Selection Criteria) 

1.	Understand Public Housing issues and the role of support Agencies in the area of Public Housing. 
2.	Experience in Human Resource Management, Work Health and Safety and Training issues. 
3.	Knowledge of Asset Management principles and lifecycle.




Essential Eligibility Requirements / Special Appointment Requirements 

1.	Appointment is subject to a satisfactory Criminal Record Check conducted by the Department.
2.	Flexibility to undertake intrastate travel and to stay overnight or for short periods. 
3.	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. 
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