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Manager - Community, Youth and Family 
Support 
 

Program: Targeted Early Intervention (TEI) 

Responsible to: RCC General Manger and Board of Directors  

Key Relationships: General Manager & Department of Communities and Justice 

Award: Social, Community, Home Care and Disability Services Industry 
Award (SCHCADS) Award 

Description of Hours: This is a full-time position (38 hours per week) 

 
WHO WE ARE 

Riverwood Community Centre (RCC) is a not-for-profit community-based Neighbourhood Centre in the 
heart of Riverwood’s diverse community, with an outstanding reputation for working with and for the 
local community.  With 47 years’ experience, RCC is a leading community organisation that supports for 
individuals, families and community groups through a wide range of programs and services.  These 
include Children’s Services, Family Support and Youth Services, NDIS support, Aged Care Services and 
Community Engagement, all delivered in a caring and inclusive environment; so that community 
members can actively participate in decisions that affect the quality of their lives.  The Centre’s focus is 
on supporting vulnerable people within a culturally diverse and challenged socio-economic community. 
 
OUR MISSION AND VALUES 

The mission of the Riverwood Community Centre is: to pursue a future for all that embraces diversity 
and encourages sustainable strategies that support the most disadvantaged in our community; and to 
use a variety of approaches, tools and technologies to meet and support people in the ways that suit 
them best and that is professional, respectful and effective. Our ultimate aim is to provide assistance to 
anyone in our community in need.  This assistance includes practising community advocacy, empowering 
individuals, local auspicing and partnering with community groups.  We recognise that our approaches 
will differ in response to the people or situations involved, including centre-based or outreach 
responses.  

This mission is supported by core values including: 

 Integrity  Community  Teamwork 

 Respect  Inclusivity  Compassion 

 
RCC is a Company limited by guarantee, governed by a voluntary and community-based Board of 
Directors who are fully committed to the local community.  RCC currently employs 51 staff, supported 
by an active and diverse volunteer team.   
 

 

http://www.fwa.gov.au/documents/modern_awards/award/ma000100/default.htm
http://www.fwa.gov.au/documents/modern_awards/award/ma000100/default.htm
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THE ROLE PURPOSE AND EMPHASIS 

The Manager - Community, Youth and Family Support is accountable to the General Manager and is 
responsible for ensuring that the TEI Team operates effectively in accordance with the organisation’s 
vision, values and purpose, as documented within RCC’s Strategic Plan.  Working closely the General 
Manager and using sound management principles, the Manager - Community, Youth and Family Support 
ensures RCC complies with relevant legal, regulatory, standards and funding body requirements.  The 
Manager - Community, Youth and Family Support has responsibility for delivering on the outputs as 
noted within the Service Agreement with the Department of Communities and Justice (funding body for 
the TEI program), in the provision of high quality and integrated services to the community and auspicing 
with local community groups and organisations. 

This is a leadership role that provides quality advice to the General Manager, as well as being responsible 
for the day-to-day operations of the TEI Team and providing leadership, direction and support to the TEI 
Team and its volunteers.  This position will work collaboratively to create a positive workplace culture 
that values diversity and inclusion in pursuit of quality outcomes for all.  The capacity to build and 
maintain quality relationships is highly valued and is a key expectation of the role. 

 

POSITION OBJECTIVES 
 
The primary objective of this role is to manage the TEI Team to deliver on the service deliverables as set out 
within the Service Agreement for the TEI Program. The program encompasses three main areas being: 
Family, Youth and Community Services. 
 
In regard to families, the aim is to strengthen and support families by:- 
• assisting with parenting and living skills, 
• providing emotional and practical support, 
• facilitating access to other services, 
• linking families with local support networks and advocating on their behalf as required. 
 
In regard to Community Engagement, the objective is to provide information and referral services to 
communities within Riverwood and surrounding areas; assist with the delivery of community 
development programs that are responsive to people’s needs; and liaising with volunteers, auspiced 
organisations and activity groups. Ensuring that RCC delivers a range of programs including: 

 Riverwood Community Choir 

 Riverwood Community Garden 

 Riverwood Men’s Shed 

 Canterbury Bankstown Harmony Group 

 Active Culturally and Linguistically Diverse (CALD) Community Groups 

 Active Social Group 

 Events, workshops, and open days. 

 
For our Youth, the objective is to provide support to young people aged between 12 – 18 years of age, 
through a range of services and activities including, early intervention and prevention, case management, 
workshops, educational and recreational programs; as well as facilitating a drop in service - according to 
identified needs. 
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Key Responsibilities 

Leadership  
 Provide leadership to develop and continually reinforce the vision, purpose, values and sound 

management principles of the organisation 

 Develop professional working relationships and represent the organisation in accordance with 
its values and goals to staff, volunteers, community members, funding bodies, government, 
regulatory bodies, other stakeholders and the RCC membership. 

 Foster ethical and responsible management decision-making processes and support staff where 
appropriate, to have input into decisions which affect them. 

 Promote a welcoming work team culture within RCC, including establishing a successful positive 
relationship and professional approach between the General Manager, Department Directors, 
staff and volunteers; while upholding respect, loyalty, transparency, honesty and integrity at all 
times. 

 Promote a culture of mutual trust, where everyone works together to achieve common aims 
and ensure staff and volunteers are managed in accordance with the values of the organisation 
and appropriate industrial awards. 

 Ensure all staff are actively encouraged and enabled to undertake relevant professional 
development. 

 
Strategic Planning 

 Implement the Strategic Plan and be responsible for delivering on the Strategic Plan’s key focus 
areas directly relating to TEI. 

 Provide regular reports to the General Manager to ensure progress towards meeting the 
strategic objectives.  

 Identify, investigate and pursue new growth and partnership opportunities that align with RCC’s 
strategic direction. 
 

Operational Management 
 Lead and effectively manage the daily operations of the TEI Team in accordance with the 

Delegation Matrix. 

 Ensure that the policies and procedures support quality service delivery, manage risk and adhere 
to all regulatory compliance, in a way that enables all staff and volunteers to work effectively, 
efficiently and harmoniously. 

 Provide leadership and oversight for the delivery and quality of all services, programs and 
activities 
 

Financial Management 
 Monitor and review, with the Senior Financial Officer, the financial performance and operations 

of the TEI Program.  

 Ensure regular reporting and accountability requirements of funding bodies are met. 

 Identify opportunities for increasing organisational income and resources including preparing 
and implementing funding submissions.  

 Monitor and review the TEI budget, expenditure, revenue and manage other funding such as 
Grants and to adhere to their approval conditions.  
 

Governance 
 Ensure the General Manager and the Board are provided with timely, accurate and strategically 

relevant reports.  
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 Organise relevant and up-to-date training and workshops for staff to meet any mandatory 
training requirements.  
 

Risk Management 
 Ensure appropriate operational practices and procedures are developed, implemented and 

maintained. 

 Take all reasonable steps to provide a positive, safe and healthy workplace in accordance with 
WHS legislation and the organisation’s policies and procedures. 

 Develop a policy and procedures according to the work plan  

 
Community Engagement and Partnerships 

 Regularly review and assess the community’s needs to: 
o Ensure the organisation’s programs are targeted to address current needs, 
o Ensure that clear strategic and operational goals and objectives reflect the communities 

identified needs. 

 Develop, promote and enhance relationships and partnerships with other Local interagency 
network , local Council, Police, community organisations for the benefit of the community and 
to achieve integrated service delivery. 

 Support, empower and advocate for local individuals and aspiring community groups, providing 
them with a voice to address community concerns and hopes. 

 Maintain and enhance the reputation of the Riverwood Community Centre with the community, 
partners and external stakeholders. 
 

 
Continuous Quality Improvement 

 Promote the pursuit of excellence and continuous quality improvement through developing a 
culture, supported where mistakes are welcomed as opportunities to learn, and that suggested 
improvements by all are reported regularly to the General Manager. 

 
 
Essential Criteria 

 A minimum of a Bachelor’s degree in relevant discipline such as Counselling, Social Work, 
Psychology, Social Science or a related discipline along with relevant experience in a 
community based organisation.  

 Commitment to and demonstrated experience in enacting the core values of the Riverwood 
Community Centre.  

 Extensive experience within a not-for-profit organisation, including outstanding organisational, 
leadership, listening skills, reporting and a proven ability to provide high-level advice to the 
General Manager and the Board of Directors.  

 Highly developed financial and risk management skills, with proven ability to write successful 
funding submissions and comply with relevant legal, regulatory, quality and funding body 
requirements. 

 Proven ability to provide strategic leadership, oversee HR functions and to direct teams in the 
delivery of innovative, quality services, programs and activities. 

 Demonstrated commitment to principles of social justice and values of diversity and inclusion, 
within disadvantaged communities. 
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 Proven ability to build a welcoming, inclusive organisational culture, to effectively manage 
people guided by performance management principles and demonstrate a commitment to 
continuous quality improvement. 

 Outstanding relationship building capacities including excellent interpersonal, communication 
and negotiation skills, with a demonstrated ability to effectively collaborate with staff, 
volunteers, members of a diverse community, stakeholders, partners and all levels of 
government. 

 Ability to work flexible hours. 

 Demonstrated knowledge of child development in the context of diverse communities with 
disadvantage. 

 Experience in program management showing demonstrated ability to plan, implement and 
evaluate programs within the community. 

 Demonstrated ability to engage and communicate with children and parents from diverse 
language, religious, cultural and socio-economic backgrounds. 

 Demonstrated understanding of child protection issues and legislative requirements, including 
mandatory reporting requirements. 

 Demonstrated knowledge in reporting and data collection (particularly in relations to the DEX 
System and Program Logic tools used by DCJ). 

 Understanding of WH&S considerations and procedures 

 Experience with the Microsoft Office Suite of Products. 

 Has extensive experience in casework, case management and in providing support, referrals and 
follow up with families, children and youth in need of support. 

 Can demonstrate experience in working with families, children and young people using strength-
based and family-centred approaches, to achieve agreed outcomes. 

 Understanding of the TEI program and how it relates to the care and protection of children. 

 Has highly developed communication and interpersonal skills including the ability to negotiate 
and advocate on behalf of families. 

 Has knowledge and experience in group processes and facilitation, especially with vulnerable 
families and children. 

 Has experience in planning, implementing and evaluating workshops, information sessions, 
training and delivering projects. 

 Has a sound understanding of networks and is able to utilise them effectively. 

 Is reliable, professional, work independently, able to manage the time and meet deadlines and 
participate as part of a team. 

 A thorough understanding of the contemporary issues facing communities, families, children and 
young people. 

 Demonstrated ability to implement case plans, case management, specifically those with 
complex needs. 

 Demonstrated practice in regard to professional boundaries. 
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 Proven ability to involve others (TEI Team and RCC Staff) in the decision-making process and 
promoting a culture in which all the employees work as a team in order to achieve a common 
goal or objective. 

 

 

Highly Desirable Criteria 

 Previous community experience working in a Neighbourhood Centre or similar, with culturally 
diverse and disadvantaged communities.  

 A community relevant second language.  

 Possess industry knowledge and insight into current sector trends. 

 At least five years’ experience working with disadvantaged CALD families and children. 

 Experience in developing and implementing groups. 

 Knowledge and understanding of the Targeted Earlier Intervention program. 

 
 

REQUIREMENTS OF THE JOB 
Skills required: 

 Ability to provide effective case management to families at risk who reside in Riverwood 
and surrounding areas. 

 Ability to provide one-on-one intervention to families, including community and home visiting 
and practical support. 

 Proficient skills in negotiation, mediation and advocacy. 

 Ability to work effectively with minimal supervision, prioritise tasks and meet deadlines as 
directed. 

 Ability to work cohesively within a team structure, ensuring that professional relationships 
are established across all RCC departments and their Staff, Volunteers and other 
Stakeholders; to ensure that the Mission and Goals of the organisation are achieved. 

 Physically able to load and unload resources for activities as required. 

 Extensive experience working with and providing quality assessment and case management 
services to at risk families.  

 Demonstrated conflict resolution and mediation skills.  

 Excellent written and oral communication, interpersonal and stakeholder management skills. 

 Knowledge of the NSW Child Protection System. 

 Excellent management and interpersonal skills and the ability to build a positive professional 
transparent working relationship with the Department of Communities and Justice to achieve 
the program requirements and outcome.  

 Promote a welcoming work team culture with RCC, including establishing a successful 
positive relationship and professional approach between the Board, Managers, staff and 
volunteers while upholding respect loyalty, transparency, honesty and integrity at all times. 

 Promote a culture of mutual trust where everyone works together to achieve common aims 
and ensure staff and volunteers are managed in accordance with the values of the 
organisation and appropriate awards. 

 Ensure all staff are actively encouraged and enabled to undertake relevant professional 
development. 

 Proven ability to involve the TEI Team and others in the decision-making process and 
promote a culture in which all the employees work as a team in order to achieve a common 
goal or objective. 
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Knowledge required: 

 An understanding of the needs and challenges facing those from culturally and 
linguistically diverse backgrounds. 

 Knowledge of the range of services available to families who are experiencing challenges, 
such as those consistent with experiencing socio- economic challenges. 

 Knowledge of Work Health Safety, Welfare and Children’s Protection Legislation. 

 Knowledge and understanding of the need to maintain professional boundaries with 
clients. 

 

Specific Responsibilities 

 To ensure that the Parents Support Group program is created according to the clients’ 
interests and needs. 

 Ensure that the TEI Team uploads on a daily basis the TEI Data Statistic Sheet and have clear 
Pathway to workplan & Program Logic. 

 Providing direction, guidance and role modelling on appropriate behaviour in relation to 
communication skills and ability to challenge unsafe or inappropriate practices. 

 Participate co-operatively in building a supportive and cohesive working environment 

as outlined within the Code of Conduct. 

 Working in collaboration with Local interagency network and other community 

stakeholders, deliver programs that promote positive and dynamic approaches to 

parenting, early education and intervention as well as child and family wellbeing.  

 Promote the service, including the Parents’ Support Group, to prospective clients 

through networking with key stakeholders. 

 Participate in team meetings, training, supervision sessions and other related meetings 

as required and instructed by the GM. 

 Demonstrating safe, effective and positive approaches to conflict resolution (i.e. without the 
use of violence). 

 Work with Department of Communities and Justice and the member of the TEI team and RCC 
General Manager to ensure submit data recorded in DEX and program logics and work plan 
within agreed timeframe.  

 Develop a list of the local interagency network with the contact details. 

 Develop a management strategic approach to engage volunteers across RCC TEI team, in 
collaboration with other RCC services. 

 

Administration 

 Adhere to the Riverwood Community Centre’s policies and procedures. 

 Provide ongoing performance management of members within the TEI Team, including the 
setting of KPI’s and performance reviews. 

 Ensure that TEI Team Members refer all new referrals and assessments to you. 

 Ensure that all Team Members are responsible for the documentation of client information 
and activities undertaken including initial assessment case notes and data completion. 
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 Ensure that staff make accurate recordings of all relevant client information (e.g. DEX 
System, client notes, incident reports, service delivery issues, case plans, expenditures 
etc.), whilst upholding organisational principles regarding confidentiality. 

 

• Ensure that the target group consistently remains within the Programs’ eligibility criteria 
and the service specifications. 

 

 Utilise Programs funding, effectively and efficiently, according to the programs 
activities, service type and outlined outputs. 

 

 Ensure that all new clients sign the Consent to Exchange Information Form and the agreed to 
within the Case Plan Form. 

 Ensure the completion of the Exit Plan Form with the client upon completion of Case Plan or 
change of area. 

 Provide a monthly report to the Board. 

 Provide a monthly report to the General Manager, for input inclusion within the Board 
Papers. 

 Ensure the continuous operations in the absence of the Manager, due to annual leave, long 
service leave, extended personal leave, or other circumstances. You must ensure that you 
train at least one employee from your team deemed suitable and capable of assuming your 
duties as Acting Manager due to your absence. 

 Ensure to keep RCC information as “Confidential Information”, confidential and shall not 
publish or disclose the same to any person without lawful reason or the written consent 
from the General Manager. 

 

Professional duties 

 Convene and ensure the maintenance and the development of all Program’s objectives by 
way of team meetings, planning days and participation in policy development; also by:- 

 Contributing to the evaluation and assessment of service delivery models. 

 Participating in activities that aim to enhance team cohesion. 

 Actively participating in regular supervision. 

 Undertaking relevant staff training to ensure ongoing professional development. 

 

Extent of Authority 

Able to purchase goods within the procedures for the program activities, in consultation with the Senior 
Financial Officer, which are in line with expenditure allocations within the project plan. 
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BACKGROUND CHECKS (Prior to starting the role) 

• Provide a valid and clear Criminal History Check (not more than 3 months old) as well as a valid 
and clear Working With Children Check. 

• Provide copies of the original certificate/s of academy and tertiary qualifications.  
• Copy of current Class C driver’s license, with the ability to use a comprehensively insured 

personal vehicle. 
• Copy of a current passport or citizenship.  
• Tax File Number for identification purpose with Government Bodies. 
• Provide or commit to obtaining a first aid certificate. 
• Provide evidence to confirm that you are fully vaccinated against COVID 19. 

 
This list is not exhaustive, the Manager - Community, Youth and Family Support may be asked to 
undertake other responsibilities at the request of the RCC General Manager, in line with this position 
description and the strategic direction of the organisation. 
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ACCEPTANCE AND AGREEMENT 

 

I have read and agree to abide to my position description. 

I understand that any breach of this agreement may result in disciplinary action. 

Employee Print Name:  …………………………..……    

Position:                              Manager - Community, Youth and Family Support    

Employee Signature: ……………………………….……… Date: ……./……./……. 

 
 
Employer Print Name:  Matthew Martin   Position:  General Manager 
 
 
Signature: .................................................................. Date:: ......./......./........ 
 
 
Secondary Employer Details 
 
Print Name:  Karl Saleh OAM…………………………Position:  Chairperson ………… 
 
 
Signature: .................................................................. Date: ......./......./........ 
 
 
Performance Review Period:            6 months                        Next Review Date: .../......../........ 

 


