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Position Description


Title
Health & Wellbeing Program Coordinator

Category, Job Group
3, Program Coordinator
Section, Unit
Public Policy & Outreach, 

Aboriginal & Torres Strait Islander Peoples’ Program
Responsible to
Aboriginal & Torres Strait Islander Peoples’ Program Manager
Location
Melbourne

Employment Basis
Permanent subject to three month probationary period
Hours
Fulltime
Date
September 2009
Scope of position

Leads the planning, design, implementation, management and review of the agency’s Aboriginal and Torres Strait Islander health and wellbeing programs.  The position also contributes to and/or leads organisational learning both within and between regional programs, Units/Sections and other Oxfams.

1.
Key Responsibilities

1.1 Lead the implementation of operational plans in accordance with the overall ATSIP Program Strategic Plan and agency program policies including facilitating collaboration with other Units as appropriate
1.2 Ensure the effective design, appraisal, implementation, monitoring and evaluation of projects in accordance with program policies and the program management framework

1.3 Ensure the timely administration, financial management and reporting of projects and programs including the fulfillment of contractual agreements with partners, institutional and major donors

1.4 Develop partnerships and alliances with other organisations working to improve Indigenous health and wellbeing including Indigenous communities and the bodies that represent them, the Aboriginal community controlled health organisations, NGO’s, government at all levels and relevant professional and research bodies
1.5 Jointly engage with and provide strategic support to the agency’s Gulf Regional Health Service – a DoHA funded Aboriginal health and community development program operating in the communities of Mornington Island, Normanton and Doomadgee

1.6 Manage and ensure appropriate support for project partners and field work
1.7 Contribute to ATSIP Program communications and promotional efforts

1.8 Engage with and provide strategic support to other ATSIP programs and projects as required
1.9 Ensure the timely provision of program information and analysis within Oxfam Australia and with other agencies as appropriate
1.10 Other related duties as delegated
2.
Budget

2.1 Develop budgets for the Health & Wellbeing Program and associated projects and monitor expenditure against budget, addressing variances as required
2.2 Ensure the effective financial management of program initiatives including fund transfers and documentation in compliance with audit requirements

2.3 Develop, implement and periodically review funding strategies for programs including sourcing major and institutional donor funds as appropriate
2.4 Contribute to the development and review of the ATSIP Program budget as appropriate
3.
Policy

3.1 Contribute to the development of agency policy and strategy in relation to processes and systems to ensure the inclusiveness of the needs, diverse skill levels and experiences of Aboriginal and Torres Strait Islander project partners

3.1 Contribute to the learning and reflection related to program activities, which informs ongoing agency policy and practice

4.
Human Resources

4.1 Manage direct reports and ensure that human resource management within project activities in areas of responsibility occurs in a manner consistent with agency human resource policies and procedures
4.2 Required to undertake job responsibilities in a manner consistent with equity, diversity, child safe and staff health and wellbeing policies and procedures

4.3 Monitor workload and work environment and take reasonable steps to minimise risks to self and others

5.
Knowledge & Experience
5.1 Demonstrated understanding of Indigenous perspectives on the health and wellbeing of Indigenous people, families and communities; the social, cultural and political factors influencing Indigenous health and wellbeing; and strategies to support Indigenous peoples to achieve their aspirations
5.2 Current knowledge of key organisations and agencies working in the area of Indigenous health and wellbeing, their policy directions and current government funding arrangements in relevant areas
5.3 Practical experience in a similar role with demonstrable success in program management

5.4 Experience in the supervision of staff
5.5 Experience of working with Indigenous communities and building positive partnerships with Indigenous organisations

5.6 High level understanding of development issues for Indigenous peoples in Australia and elsewhere including the linkages between local, national, regional and global determinants of poverty and marginalisation
5.7 Understanding of working within a rights-based framework

5.8 A higher degree or equivalent experience in a relevant discipline (desirable)

6.
Skills and Personal Attributes

6.2 Proven skills are required in the following areas:

· Cross-cultural communication and ability establish positive relationships with people of diverse cultures and backgrounds
· Program planning, appraisal, monitoring and evaluation preferably within a gender-sensitive rights-based framework

· Financial management and administration
· Leading and managing teams, particularly those involving distance management, including building staff capacity through accompaniment, mentoring and training
· Written and verbal communication including in cross-cultural contexts
· Mature political, program and management judgment

· Working collaboratively both within and between organisations
· Managing organisational change including facilitation, negotiation and problem solving

· Computer literacy particularly MS Office and e-mail usage

6.2 Personal Attributes

· Ability to work autonomously and as a member of a team
· Ability to form and strengthen relationships with potential and existing partners

· Openness to other perspectives

· Understanding of and commitment to Oxfam Australia’s development philosophy, principles and objectives

· Understanding of and commitment to adhere to equity, diversity, child safe and staff health and wellbeing principles

7.
Travel

The position requires regular interstate travel to support the roll out of projects.  It is a condition of employment that staff abide by all agency security and safety protocols, policies and procedures and the Oxfam International Security Protocol.

8.
Salary Details

The current base salary applicable on commencement is $60,171 per annum which provides a total remuneration package of $67,600 comprising base salary, company superannuation contributions and leave loading – additionally staff are eligible to participate in our salary packaging scheme.

Oxfam Australia has a system of salary increments paid on the basis of achievement of agreed criteria and periods of service.  The current base salary for this position at the highest increment level is $69,571.
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