
 

 

Department of Health & Human Services  

Position description 

 

House Supervisor  

This role independently delivers or supervises services that support people with disabilities, across their lifecycle 

and in all domains of life, to enable access to a quality life with dignity, respect and social inclusion, in the least 

restrictive environment. 

 

Are you 

 Able to lead a team to provide exceptional support services 

 A person with strong leadership qualities  

 An effective communicator as liaising with stakeholders including health care providers, educational 
facilities and non-government organisations  

 

Title House Supervisor   

Classification DDSO-3A 

Team, unit Disability Accommodation Service 

Branch/area/Division Residential Client Services, Outer West 

Work location 44 Tatyoon Road, Ararat, Victoria 

Position number DHHS/OuterWest Possability-22810 

Employment type Full-time / Ongoing 

Salary range DDSO 3A: $79006 - $85509 

Position reports to Operations Manager 

Further information Brett Mayhew Ph 0417315872 

Closing date 2nd April 2020 
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Organisational environment 

The department develops and delivers policies, programs and services that support and enhance the wellbeing of 

all Victorians. We take a broad view of the causes of ill health, the drivers of good health, the social and economic 

context in which people live, and of the incidence and experience of vulnerability. 

 

Our vision is to support and enhance the wellbeing of all Victorians. We aspire to be an organisation where 

everyone is committed to achieving our vision and demonstrates our values in all that they do. 

 We are respectful 

 We have integrity 

 We collaborate  

 We care for people, families and communities  

 We are accountable 

 We are innovative 

Division 

Service Design and Operations 

Service Design and Operations is responsible for the design and delivery of services and improved client outcomes 

across the department’s divisions, regions and areas. It oversees the translation of policy into operational service 

delivery. 

The four divisions across the state provide strategic oversight and coordination for the areas and regions within 

them. The divisions provide corporate and administrative services and oversee service implementation, quality and 

performance and also play a critical role in emergency management and in dealing with the department’s 

regulatory obligations where community safety is at risk.  

The Division, led by the Deputy Secretary, and reporting into Service Design and Operations is responsible for 

service delivery, performance and quality improvements across the geographic area of Victoria. The  Division 

develops and fosters strategic partnerships with the communities it serves and with external service providers, local 

businesses and other government agencies to ensure that local issues are understood, prioritised and addressed. 

The key business functions of the Division include area based service delivery, divisional corporate services and 

client outcomes and service improvement. 

Area 

Areas are responsible for providing integrated departmental services to achieve positive client outcomes at a local 

level. They drive a holistic approach to meeting client need, an approach that is strongly supported by a client-

centric culture. Areas develop and foster strategic partnerships with the communities they serve and with external 

service providers, local businesses and other government agencies to ensure that local issues are understood, 

prioritised and addressed 

Role of unit  

Within each area, Residential Client Services Units provide a range of services and support to meet the needs of 

clients in a residential setting in a holistic, integrated manner.  

Two teams are responsible for services delivered out of the Residential Client Services Unit: Tenancy and Property 

Team and Disability Accommodation Services Team. 

The Disability Accommodation Services Team: 
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 provides high quality community-based shared accommodation and support for people with a disability using 

contemporary principles of person-centred planning 

 helps people with a disability achieve their personal goals and aspirations. 

 supports clients’ active participation within local communities  

 fosters strong relationships with other elements of the disability support system. 

Purpose and accountability 

Purpose 

This role independently delivers or supervises services that support people with disabilities, across their lifecycle 

and in all domains of life, to enable access to a quality life with dignity, respect and social inclusion, in the least 

restrictive environment. 

Accountabilities 

Operating at DDSO-3A level, you will: 

1. Manage a small staff team and related services including: 

(a) contribute to roster development, staff replacement and leave planning 

(b) participate in interview process of staff recruitment 

(c) allocate work across a team 

(d) plan for staff capability including: staff induction; identify role expectations and performance requirements 

to staff; inform staff on policies and standards within area of responsibility 

(e) review staff decisions and performance 

(f) ensure service records and accounts are accurate, regularly updated and comply with organisational 

standards 

(g) prepare proposals for specific funding or services for clients 

(h) implement quality improvements and process changes 

(i) budgetary oversight. 

2. Lead and plan support for people with disabilities, within their home and community, to participate in a range of 

life areas (including social, recreational and daily living activities) based on the goals of individual support 

plans.  

3. Advocate within the broader community on behalf of clients and their families to support inclusion, participation 

and respect for rights. 

4. Convey information, to clients and their families, and other people in the lives of clients and participate in 

negotiations with family members, medical services, activity services and other community services to help 

meet daily client needs and/or plan support for future client requirements.  

5. Participate in internal or community information sessions or consultative processes that relate to client and 

service issues.  

6. Administer medication treatments and therapies or seek appropriate medical assistance according to 

prescribed protocols. 

7. Work to develop and maintain team morale and effectiveness and provide day-to-day mentoring and share 

practice knowledge. 

8. Identify learning and career development opportunities.  

9. Define and maintain professional boundaries.  
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10. Work independently or as a team supervisor, with access to supervision, in a range of organisational 

relationships. 

11. Determine matters on a day-to-day basis, handling commonly occurring situations or cases within an area of 

practice, and reporting regularly to a manager who has overall accountability for the area or program. 

12. Be professionally accountable for autonomous decisions that impact on clients and staff, made within bounds 

of department policy and with management support. 

13. Be responsible with a high degree of independence for the development and implementation of a range of 

plans that contribute to the wellbeing of people with a disability and community safety, within area of 

responsibility and managerial oversight.  

14. Manage time and other resources productively with a view to ensuring optimum results for clients and the 

department.  

15. Use judgment to identify and pro-actively minimise risks to the health, safety and wellbeing of clients, self, staff 

and the wider community within area of responsibility and agreed procedures. 

16. Prepare detailed reports, data and notation within area of expertise or responsibility and identify areas of 

service improvement. 

17. Implement and maintain systems within area of responsibility to assist planning, operational, budgetary, 

resource management, risk management and quality assurance functions.  

18. Attend meetings, including those in public settings, on behalf of the department and share outcomes of 

meetings with relevant staff.  

19. Liaise with agencies such as courts, policy and mental health services and communicate effectively with a 

range of external agencies and service providers.  

20. Keep accurate and complete records of your work activities in accordance with legislative requirements and 

the department's records, information security and privacy policies and requirements.  

21. Take reasonable care for your own health and safety and for that of others in the workplace by working in 

accordance with legislative requirements and the department's occupational health and safety (OHS) policies 

and procedures. [ 

22. Demonstrate how the actions and outcomes of this role and work unit impact clients and the department’s 

ability to deliver, or facilitate the delivery of, effective support and services.  

Selection criteria 

Knowledge and skills 

1. Problem solving: seeks all relevant information for problem-solving; investigates and probes for the facts; 

liaises with stakeholders; analyses issues from different perspectives and draws sound inferences from 

information available; identifies and proposes workable solutions to problems. 

2. Interpersonal skills: sees things from other’s point of view and confirms understanding; expresses own views in 

a constructive and diplomatic way; reflects on how own emotions impact on others. 

3. Environmental scanning: contacts others, not immediately involved, to obtain their perspective and expertise; 

consults experts to gain broader and deeper understanding of a specific issue; seeks underlying reasons for a 

presenting issue. 

4. Self-management: plans and prioritises work to ensure outcomes are achieved, resists the temptation to react 

immediately without taking time to think things through, uses strengths to contribute constructively and 

consciously manages the impact of own weaknesses, anticipates own reactions to situations and prepares 

accordingly.  
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Personal qualities 

5. Conceptual and analytical ability: deals with concepts and complexity comfortably; uses analytical and 

conceptual skills to reason through problems; has creative ideas and can project how these can link to 

innovations. 

6. Initiative and accountability: proactive and self-starting; seizes opportunities and acts upon them; takes 

responsibility for own actions.  

7. Empathy and cultural awareness: pays attention to words, expressions and body language; paraphrases 

messages to check understanding; shapes responses to individuals, based on a range of information they 

have noted; communicates well with, relates to and sees issues from the perspective of people from a diverse 

range of cultures and backgrounds. 

8. Teamwork: cooperates and works well with others in pursuit of team goals, collaborates and shares 

information, shows consideration, concern and respect for others feelings and ideas, accommodates and 

works well with the different working styles of others, encourages resolution of conflict within the group. 

Safety Screening 

 All applicants are subject to a National Police History Check. 

 Applicants who have lived overseas for 12 months or longer during the past 10 years are required to provide the 

results of an international police check. Applicants should contact the relevant overseas police force to obtain 

this and submit as part of their application. Details of overseas police agencies are available on the Department 

of Immigration and Border Protection website: www.immi.gov.au search under 'Character and Police Certificate 

Requirements – How do I obtain a police certificate?'  

 Safety screening will include checking whether your name is on the Disability Worker Exclusion List (DWEL) 

maintained by the Disability Worker Exclusion Scheme Unit (DWESU). The DWEL includes names of persons 

unsuitable for employment as a disability support worker in a disability residential service provided, funded or 

registered by the Department of Human Services. 

Qualifications 

 Positions at the DDSO-3A level require an Advanced Diploma Disability Work, or Bachelor of Applied 

Science (Disability), or registered or eligibility to be registered as a Mental Retardation Nurse or other 

qualification recognised within departmental guidelines as being equivalent and a copy must be provided 

with your application. These include Bachelor Degrees in the following disciplines - Education (Special 

Education); Health Sciences; Psychology; Psychiatric Nursing, Social Work; Occupational Therapy; 

Speech Pathology; Mental Health Nursing, Physiotherapy; Nursing; Behavioural Science; Community 

Development. 

 A current Employee Working with Children Check (WWCC) card is required and will need to be provided prior to 

commencement of employment by the applicant. Currency will need to be maintained by the employee for the 

period of employment. 

 A full driver’s licence is required as some positions and shifts may be required to drive clients to appointments 

and other locations. 

 A level 2 First Aid Certificate is required. 

Specialist expertise 

 Recognised experience and knowledge in the field of disability and ability to apply policies and processes to 

meet challenges of known or evolving disability support situations would be expected. This includes: 

 specialised and contemporary understanding of disability and an ability to apply this theoretical knowledge 

to client support 

 knowledge of and skill with coaching, supervision and planning practices 

 knowledge of complex conditions that impact on disability and the capacity to remain up-to-

date with related developments 

http://www.immi.gov.au/


 

BASE DDSO3A 6 

Conditions and benefits 

People who work for the department must comply with the Code of Conduct for Victorian Public Sector Employees 

2007 and agree to work according to our values of quality, collaborative relationships, responsibility, client focus, 

professional integrity and respect. 

Employees of the Department of Health & Human Services can enjoy a range of generous Victorian Government 

employment benefits. These include attractive salaries, flexible leave arrangements and training and development 

opportunities. Please see www.careers.vic.gov.au/why/benefits-conditions 

The department promotes diversity and equal opportunity in employment. If you are an Aboriginal or Torres Strait 

Islander applicant, or if you have a disability, and require advice and support with the recruitment process, please 

contact our Diversity Unit on DiversityInclusion@dhhs.vic.gov.au. 

How and where to apply 

The Department of Health & Human Services prefers job applications submitted electronically to best manage 

administrative and environmental resources.   

 Online – existing staff: click through to the job opportunities page from the department’s intranet homepage. 

Other relevant information 

For other important information about the recruitment process, please read the department’s Information for 

applicants page at www.dhs.vic.gov.au/about-the-department/our-organisation/careers/applying-for-a-

job/information-for-applicants or request a copy from the contact for further information listed under the ‘Position 

details’ section of this document. 

http://www.careers.vic.gov.au/why/benefits-conditions
mailto:DiversityInclusion@dhhs.vic.gov.au
http://www.dhs.vic.gov.au/about-the-department/our-organisation/careers/applying-for-a-job/information-for-applicants
http://www.dhs.vic.gov.au/about-the-department/our-organisation/careers/applying-for-a-job/information-for-applicants

