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	Position Title:
	Service Supervisor 

	Department:
	Operations

	Immediate Manager:
	Service Manager

	Manager One Removed:
	Senior Manager 



	The Organisation



OAK Tasmania (trading as OAK Possability) is a state-wide Tasmanian non-profit organisation, providing a range of quality individual and flexible support options, supported accommodation, employment and training, respite and intensive support for people with disability and children and young people with a history of adversity.  

OAK Tasmania (trading as OAK Possability) has a vision for a world where everyone has the opportunity to pursue their potential. We are catalysts for change in the broader community and in the lives of the people we serve. We believe that freedom and independence are fundamental human rights. Through our actions and conversations we are champions for inclusion.

OAK Tasmania (trading as OAK Possability) is committed to providing a quality service designed to be responsive and flexible to individual needs.  We do this by removing barriers, increasing options, developing skills and lobbying for change to enable people to achieve their personal goals and achieve their vision of a good life.

	Position Purpose



To lead, plan, co-ordinate, implement, administer, supervise and develop a team of support workers to successfully deliver the service objective, which is to enhance independence, abilities, community participation and/or quality of life in support of the client’s individual goals and aspirations. 
This position will provide essential skills, knowledge and support and consultation to a team of support workers providing high and complex support and care needs to clients of the service.  

	Operating Context



This position is directly responsible to the immediate manager for all aspects of service delivery and the organisational management and delivery of allocated projects and/or programs of work.   The performance of this position is subject to general direction from senior managers.  




	Autonomy



The position works under limited direction and has the authority to exercise a degree of autonomy within the key responsibilities and duties and will be required to exercise initiative and judgment where practices and direction are not clearly defined.  Any issues falling outside these areas are to be referred to the employee’s manager.
This position will be required to supervise employees and/or volunteers and in doing so set priorities, set outcomes, plan and organise their own work and that of the employees / volunteers being supervised.
	Role Accountabilities



Client Support
· Develop, plan and supervise the implementation of educational and/or developmental programs for clients, encouraging a work practice based on ‘active support’, in accordance with agreed goals.
· Support employees in the development and implementation of behaviour management plans, taking into account legal and ethical responsibilities.  
· Build capability by providing regular and appropriate performance feedback to employees and identify, nurture and source talent.
· Ensure Health Audits, Client Profiles, Client Information Sheets, Health Care Plans and Personal Plans are current and that support workers are trained in the specifics of each individual’s plan.
· In consultation with professionals, develop and implement care strategies.
· Assist, where necessary, in the organisation of client appointments and meetings. 
· Monitor the correct administration of prescribed medication in accordance with the Guidelines.
· Liaise with external service providers such as medical practitioners, activity centres, community and government service representatives.
· Manage, support and embedded change in processes, service accountabilities and new initiatives through the team.

· Ensure that the service provided is in keeping with the Disability Service Standards and Oak Possability’s policies, processes and procedures.
· Ensure client information is maintained and stored in a consistent format and contains current information for daily operational requirements and as a point of reference for After Hours. 
· Coordinate client and site assessment recommendations from Providers.
Operational
· Set priorities and monitor work flow in the areas of responsibility, ensuring employees are performing the requirements of their role appropriately and in accordance with their job description, organisational policies and guidelines.
· Manage performance variation.  Provide consistent and sustainable performance reviews to achieve minimum performance standards.
· Build capability by identifying, nurturing and sourcing talent (active participation in succession planning activities).
· Liaise with Roster Coordinator to ensure rosters are completed, shifts are filled and timesheets are submitted.
· Liaise with Human Resources to ensure support workers are adequately supported and trained to meet client needs.
· Monitor budgets, client and household financial accounts with Finance and Medication audits conducted on a monthly basis.
· Maintain an asset register for the household and oversee the asset register for clients within the household.
· Oversee maintenance of motor vehicles and ensure log books and damage checklists are accurate.
· Assist with the preparation of program budgets in liaison with management, and be responsible for the program operating to budget.
· Facilitate employee meetings including the preparation of an agenda, ensure minutes of the meeting are kept and action items are actioned.
· Manage change in processes, service accountabilities and new initiatives through the team.

· Manage all day to day employee related activities including but not limited to; recruitment and selections, performance appraisals, performance management, counselling and disciplinary actions.
Generic Accountabilities – all Employees
To provide clients with high quality support that addresses individual needs and enhanced independence, abilities, community participation and/or quality of life all employees are expected to

1. Be considerate, understanding and respectful for clients and their families at all times in all interactions.

2. Ensure personal and team contribution support overall team effectiveness by demonstrating a high level of commitment and efficient follow through of any tasks until completion or as otherwise agreed with the immediate supervisor.

3. Monitor and report performance against KPIs and take corrective action as required.

4. Consult and collaborate with colleagues, managers and subject matters experts (internally and externally) to ensure the best possible outcomes for Oak Possability.

5. Provide a safe working and living environment within your area of responsibility, actively participating in and supporting a ‘safety first’ culture for clients and fellow employees.

6. Ensure compliance with Statutory and Regulatory requirements, and our policies, processes and procedures.

7. Emulate and encourage others to adhere to, our values in all work related activities.

8. Safeguarding Children and Young People
Our organisation takes child protection seriously, and as an employee/volunteer of Oak Possability, you are required to meet the behaviour standards outlined in our ‘Safeguarding Children Code Of Conduct’. You will have received a copy of these guidelines as part of your induction. You can also access a copy of these guidelines in the Safeguarding Children and Young People Policy section on SharePoint.

Therefore as a part of your duties and responsibilities, you are also required to:
· provide a welcoming and safe environment for children and young people
· promote the safety and wellbeing of children and young people to whom we provide services 
· ensure that your interactions with children and young people are positive and safe 
· provide adequate care and supervision of children and young people in your charge
· act as a positive role model for children and young people
· report any suspicions, concerns, allegations or disclosures of alleged abuse to management
· maintain valid ‘working with children’ documentation
· undergo periodic ‘national criminal history record’ checks
· report to management any criminal charges or convictions you receive during the course of your employment/volunteering that may indicate a possible risk to children and young people.

	Role Dimensions



	This position manages:
	Team of Support Workers

	Expenditure Authority:
	As per policy

	Expense Budget:
	Nil

	Revenue Budget:
	Nil

	Assets under control:
	Residential Home Assets




	Key Performance Indicators



· To be agreed upon with your one-up manager. 
	Relationships



	Internal
	External

	Peers
	Training providers

	Direct Manager
	Industry Agencies

	Direct Reports
	Medical practitioners and other allied health professionals

	Support Services (HR, Finance, Payroll, Rostering)
	Clients and their families / appointed guardians

	
	




	Selection Criteria


	

	Essential Qualifications and Experience

	· An appropriate Diploma level qualification, which is recognised by Oak Possability and is relevant to the work required to be performed, or experience deemed to be equivalent 
· Previous experience in a relevant industry, service or an equivalent level of expertise and experience to undertake the range of activities required
· Demonstrated experience in leading and inspiring a dedicated team on a day to day basis
· Demonstrated experience in supervising a team on a day to day basis to achieve a required outcome. 

	Level of Expertise

	· Advanced communication and interpersonal skills to build strong and mutually beneficial relationships using 
· Intermediate problem solving, consultation and negotiation skills
· Demonstrated ability to work effectively and make informed decisions under pressure.
· High level of IT skills in word processing and email programs
· High level of written and comprehension skills

	Behaviours
	· Client care commitment – consideration, understanding and respect (even if this may be contrary to personal values and/or beliefs) for the individual client and their family.  Genuinely seeks to engage with the client and their family to assist the client to achieve their goals and aspirations.   
· Delivering Results – efficient follow through of any tasks to completion or as otherwise determined by the direct supervisor or designated employee.
· Emulating Values – demonstrates, through behaviour, an alignment to and an understanding of our values and the criticality of those values to our ongoing success. 
· Exercising initiative and/or judgement - appreciation of the necessity to exercise limited initiative and/or judgement within clearly established procedures and/or guidelines to find positive solutions in response to identified needs.
· Leading – demonstrates, through behaviour, the ability to be an inspiring, successful and effective leader.
· Confidentiality – applies the highest level of confidentiality, understanding that confidentiality is an imperative for clients, their families, fellow employees and Oak Possability.



	Other Requirements



· State-wide travel as required to meet business needs
· Mandatory participation in Oak Possability afterhours service 
· Provision of a satisfactory National Police Check
· Provision of a Working with Children Check
· Provision of a satisfactory pre-employment medical report
· Current Medication Endorsement or ability and willingness to attain within a short period of time
· Current Level 2 Senior First Aid or ability and willingness to attain within a short period of time
· Current unrestricted Tasmanian driver’s license or ability and willingness to attain within a short period of time
	Our Values


All of the “ways of working” flow from the following values.   
Humanity: Human rights and dignity underpin all our decisions and actions. We believe that every individual has the potential to grow and the right to determine how their life will be lived.
Innovation: Driven by our commitment to excellence, we are continually learning, taking on new challenges, and constantly finding ways to excel in the dynamic world we operate in.
Accountability: We know where we are heading and why. By being efficient, effective and persistent we find ways to make things possible and deliver results. 
Honour: We take pride in our work, are true to our word, honour our commitments and treat our colleagues and clients with integrity and respect.
Version Control and Change of History

	Version Number
	Effective from
	Amendment

	001
	February 2015
	Drafted by People and Culture Manager

	002
	August 2015
	Final Version of template

	003
	December 2015
	Updated format and content

	004
	18/07/2016

	Issued/revised by Ginger Motto (Quality Manager).
Added Safeguard Children and Young People accountability criteria to Generic Accountabilities (Item 8).

	005
	3/10/2016
	The “employer” changed to OAK Tasmania (trading as OAK Possability). Co-branded document with new OAK Possability logo.

	006
	28/06/2017
	Minimum qualification updated 

	007
	01/11/2017
	Added wording to reflect the change ‘Safeguarding Children – Practice and Behaviour Guidelines’ to ‘Safeguarding Children Code of Conduct’, updated date revised and version number.
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