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Position Description 
Corporate Services Manager
Organisation Context
We are a leading community organisation, offering specialized supports to children and adults with Autism and those with intellectual disability and complex needs.

Through skilled assessment and early intervention, specialized therapy, innovative capacity building and sector leading accommodation, we walk with people through every step of their journey.

Our dedicated staff are highly trained allowing them to deliver all supports safely and to advocate for the disability community.

At Gateways we:

· Empower and support people to maximise their quality of life, potential and positive relationships.

· Build knowledge in communities to enrich their understanding and active embrace of people with disabilities.

Gateways is committed to providing quality, safety and wellbeing to every person who uses our services. Our recruitment policies and procedures are designed to promote the safety and protection of all people we support.

Core Values
The following organisational values apply equally to relationships with children / adults with a disability / additional need, their families, staff, volunteers and other organisations and the broader community.

Commitment and Cooperation 

Opportunity and Openness

Respect and Reliability

Excellence and Empathy

Role Purpose and Summary

Ensures the cost effective, high quality and timely delivery of Corporate Services to all parts of the organisation.  Builds capability that enables the organisation to quickly respond to stakeholder requirements and ensures contemporary processes adopted.  

Corporate Services include Procurement, Contract Management, ICT, Insurance, Fleet and Property. These may vary from time to time as requirements change.

Direct Reports

The ICT team, plus others TBC (in accordance with the new organisation structure)
Key Accountabilities

	Corporate Services operations
	· Ensure high quality, timely and fit for purpose services across corporate services.

· Lead ongoing procurement reviews to establish best practices for the future and to reduce current spending for all goods and services

· Lead all commercial negotiations with involvement of Finance and other regions/functions as required

· Management of Fleet arrangements.  Determine and manage optimal arrangements that provide best financial outcome and easist model to manage including opportunities for staff access to these arrangements.  

· Lead the business through annual insurance coverage process, ensuring that all elements of the business are adequately protected

· Ensure that all insurance claims are promptly addressed and appropriate outcomes for the business achieved
· Undertake special projects and other duties on an ad-hoc basis as directed by the CFO and Executive Manager Corporate Services



	Embraces a business partnering approach to deliver Corporate Services


	· Provide a strong service approach to internal stakeholders of Corporate Services by estalbishing and managing against clear service protocals 

· Develop Service Level Agreements (SLA) and generate applicable metrics, monitor perfromance against these and take appropriate action
· Complete a regular stakeholder survey to assess performance and utilise feedback

· Provide positive education to individuals and teams around best practice and contemporary approaches

· Utilise expertise to provide insights against data and performance trends to enable regional and functional leaders to improve performance



	Ensures the efficient operation of the ICT function
	· Prepare and submit an annual ICT operating expenditure budget that reflects deep understanding of internal client requirements, external policy and client preferences and current performance data

· Educate and build skills of staff to optimise use of ICT infrastructure

· Prepare and submit an annual ICT capex budget

· Optimise the number of applications required by the organisation.

· Assist the review and identification of alternate business sytems that streamline and enhance business processes

· Actively manage all IT related capex projects to ensure ontime delivery, to approved budget and without business interruption

· Ensure a clear understanding of run of life assets and licences and ensure a plan in place to adhere to timing

· Ensure clear processes and policies exists to manage and operate ICT processes

· Provide leadership to positively challenge the business to continually streamline and improve processes

· Negotiate commercially attractive outcomes for business associated with ICT requirements (contracts, licences, purchases etc)

· Manage risks associated with information security, continuity and integrity of supply



	Ensure the effective operation of property across all regions
	· Establish and manage scheduled property maintainance and ensure timely response to all maintenance requirements to ensure full compliance with funding and policy requirements 

· Manage all property related matters for the organisation to reduce risk and provide functional and safe facilities for the provision of services including COVID

· Manage all aspects of physical security in all locations including ensuring the correct security delegation is given to each staff member.

· Manage the successful completion of agreed property capital works at Thompson Road r

· Manage all current sub-lease arrangements

· Secure additional tenants for Thompson Road

· Key point of contact for all regional location in regards to matters associated with property.  Service arrangements with regions and cost effective suppliers in place that enable effective resolution of issues


	A focus on delivering continuous improvement
	· Provide assistance to regions and functional areas to streamline activities and processes

· Identify opportunities for and manage centralised procurement for all corporate and administrative goods and services 

· Provide positive education to individuals and teams around best practice and contemporary approaches in all corporate service areas

· Develop and maintain risk data that enables organisational performance measures (KPI’s) to be automatically produced

· Utilise expertise to provide insights against data and performance trends to enable regional and functional leaders to improve performance

· Provide leadership to positively challenge the business to continually streamline and improve processes



	Team leadership and management

	· Lead by example, coach, mentor and motivate staff to ensure effective management, accountability and compliance within an inclusive,  productive and supportive team environment 

· Set and measure clear objectives, targets and outcomes within Gateways performance management framework

· Actively support the activities of the organisation and the Leadership Group 

· Ensure individuals access professional growth and career development opportunities 

· Report any developments, which could impact on the operation of the services, participants, staff members or any other stakeholders  

· Co-ordinate staff meetings, organise agenda, and report outcomes of meetings

· Disseminate, implement and ensure compliance of policies and procedures- new and existing


Personal Profile

	Qualifications
	· Tertiary qualifications in project management 



	Functional Experience and expertise
	· Demonstrate a high degree of analytical, numeracy and problem solving skills and excellent commercial acumen

· Excellent IT skills
· Design and implement business plans and strategies to promote the attainment of goals
· Knowledge of legal and operational risks in a human services environment

· Project management skills
· Tender and or procurement/service acquisition 

	Career Experience


	· Demonstrated ability to lead a multidisciplinary team

· Contract management accountability 
· Experience in at least one of the functions within the role, with responsibility for two or more preferred
· Experience in Not for Profit environment is preferred but not essential.

	Culture Fit and Impact
	· High integrity approach, building respectful relationships and Gateways external reputation
· Alignment with Gateways client centred philosophy

· Motivation to provide service excellence in administrative, property, procurement and ICT

· Champion a culture of continuous improvement

· Confidence to accept responsibility and to act with authority within delegated responsibilities

· Creative and innovative in problem solving and providing solutions

· Positive and flexible approach to work in a changing environment

· Excellent communication skills and ability to professionally deal with a variety of people

· Ability to build positive stakeholder relationships across the organisation and work effectively in team-based approaches.


	Terms and Conditions of Employment  
	· Full time, ongoing
· Location: Based at Thompson Road with the expectation to travel to Werribee, Footscray and Warrnambool when required
· An individual contract will apply
· Remuneration package is negotiable based on experience
· In order for Gateways to fulfil funding and duty of care obligations, the position includes ongoing requirements that must be met by the employee by designated dates. These requirements include mandatory training, updating Working with Children Checks and providing a copy of your driver’s licence. Failure to meet these requirements will result in disciplinary action. 

· You must supply evidence of a current NDIS Screening Check (mandatory from 1st Feb 2021)

 


[Month, Year]
Position Description – [Title of position]
1

Position Description – Corporate Services Manager – June 2021

2

[image: image1.png]