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Housing Services and Community Development Officer

The Housing Services and Community development officer will support African communities residing in the Collingwood Housing Estate. 

The Housing Services and Community Development Officer will act as a local reference point for African communities, disseminate information and develop innovative ways for government and communities to work together. 
The role will be based at the Collingwood Housing Office. 
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POSITION DETAILS

Title:


Housing Services & Community Development Officer 
Classification:


VPS Grade 3
Division/Branch:


North and West Metropolitan Region, Housing Program

Work Location:


Inner Metro East – Collingwood 
Position Number:


DHS/NWR/00296979 
Employment Type:


Fulltime, Fixed Term of six months
Salary Range: 


Value Range 1: $51,818 - $57,368

Value Range 2: $58,477 - $62,917
Further information:


Sharon Simon 
Phone: 


(03) 9417 5444
Position reports to:



Place Manager, Collingwood Neighbourhood Renewal 
Closing Date:



5pm, Monday 26 July 



Organisational Environment

The Department

The Victorian Department of Human Services is committed to improving people’s lives. From the services the department delivers to the partnerships it forms, it is focused on ensuring the community’s wellbeing, protecting our children and young people from harm, providing housing to those most in need, helping people with a disability participate fully in the community and working with young people involved in the criminal justice system.
We work to tackle social disadvantage, strengthen communities, support families and help children reach their full potential.
Emergency response work is also core business for the department. Employees may be required to contribute to emergency management activities as they arise.
Division / Region 

Housing and Community Building Division operates to provide needs based housing assistance for low-income people. This is provided through a variety of programs, including emergency and transitional accommodation, longer-term public housing, community managed housing, private rental assistance and home ownership assistance. These housing services are directly delivered via the departmental regional structure within the Housing and Community Building policy and financial framework.

Public Housing services within specified regional geographical areas are delivered via Housing Advice and Assistance Teams (HAAT) and Tenancy and Property Teams (TPT) located in housing offices throughout the regions:

· Housing Advice and Assistance Team – provide quality client service delivery at the ‘front end’ of Housing Offices by providing a more comprehensive service to client’s seeking housing assistance, and manage the application and vacancy management processes.

· Tenancy and Property Team – manage public housing tenancies and properties with a priority on sustaining tenancies incorporating early intervention strategies including regular and earlier home visiting and support to tenancies identified as being at risk.
The Housing and Community Building Division also incorporates place management. Place management is an approach that directly addresses locational disadvantage and multidimensional social exclusion by better coordinating and targeting the resources of all levels of government, community groups, local businesses and residents.  Place management permits the allocation of clear responsibility and authority for the achievement of complex outcomes for defined places.
Organisational Values

Professional Integrity
We treat all our people with dignity and respect.

Quality
We always strive to do our best and improve the way we do things.
Collaborative Relationships

We work together to achieve better results.
Responsibility
We commit to the actions we take to achieve the best possible outcomes for our clients. 

Client Focus
We work towards improving the health and wellbeing of our clients and community.
Accountabilities:
Operating at Value Range 1, you will: 
· Liaise with other team members including tenancy services to assess client’s needs and provide advice and referrals from a range of established policy, procedures and standards.

· Cooperate with managers in consultative processes that improve health and safety by using the relevant tools and systems, such as procedures, guidelines and policies. 
· Plan, lead and facilitate consultative processes with members of the African communities living on the Collingwood Housing Estate around information associated with housing services and community building.

· Develop partnerships that support African communities and individual residents to work collaboratively with government, agencies and community groups in shaping local service delivery. 

· Engage African community groups and individual community members to provide multiple pathways for a broad range of residents to participate in planning, decision making and action oriented processes.

· Identify and analyse information from a variety of sources so as to contribute to community building and service delivery improvements that support African communities on the Collingwood Public Housing Estate.

· Apply understanding of interrelationships between stakeholders and other work units to influence improved housing outcomes and policy.

· Observe the safe working practices you will be trained in, and as far as you are able, protect your own and others’ health and safety. Develop partnerships that enable residents to work collaboratively with government, agencies and community groups in shaping local service delivery.

Operating at Value Range 2, you will perform all the above together with increasing involvement to:

· Apply a broader depth of knowledge of property maintenance and trade functions, precedents and theoretical concepts to resolve the more complex maintenance issues, including their application more broadly across the region.

· Assess and make recommendations to management in relation to property problems and/or the management of maintenance to ensure consistency in approach by contractors.

· Liaise and consult with internal and external stakeholders to resolve operational and service delivery issues and make recommendations to management.

· Maintain effective partnerships with key stakeholders to ensure professional standards and maintain quality of service delivery.

· Assume higher levels of autonomy and accountability for resolving issues with internal and external stakeholders.

Selection will be based on the skills, knowledge and personal attributes that are required for achieving the key objectives listed above. Demonstrated conduct in line with departmental values, past performance and the potential for future development will also be considered.

Key Selection Criteria 

Personal Qualities: 

1. Cross cultural awareness: communicate well with, relate to and see issues from the perspective of people from a diverse range of cultures and backgrounds.
2. Team Work: co-operate well and work well with others in the pursuit of team goals, share information, support others, show consideration, concern and respect for others feelings and ideas.
3. Creativity and Innovation: generates new ideas, draws on a range of information sources to identify new ways of doing things, actively influences events and promotes ideas, translates creative ideas into workplace improvements, reflects on experience and is open to new ways to improve practice.
4. Initiative and Accountability: Proactive and self starting; Seizes opportunities and acts on them; Takes responsibility for own actions. 
Knowledge and Skills: 
5. Ability to listen to and build on the ideas of others, demonstrate respect for others and solicit their opinions; put the good of the group above their own needs, share wins and successes, encourage conflict resolution within the group, help establish common objectives so that team members work together in a productive way.
6. Ability to listen to and help clients clarify their needs, develop and implement practical solutions based on these needs, talk and act with clients in mind, be clear and informative, establish and maintain empathetic relationships with clients.
7. Confidently conveys Ideas and information in a clear and interesting way.
Specialist Skills:

8. Community Engagement: Ability to engage residents in a community setting and facilitate the active participation of residents in planning, decision making and action oriented processes.
Other Relevant Information:
· Applicant must reside on the Collingwood Public Housing Estate

· Ability to speak a second language is an advantage.

· A current Victorian Drivers Licence is an advantage.

· How and Where to Apply:
Copies are available from the Collingwood Housing Office, 229 Hoddle Street Collingwood or from www.collingwood.vic.au
Your application should include both a cover letter and a current resume. Please note:  you are not required to address each of the key selection criteria in a separate document. 
Applications should be emailed to sharon.simon@dhs.vic.gov.au or submitted to the Collingwood Housing Office, 229 Hoddle Street, Collingwood 3066. 
· Employment Safety Screening Requirements
The department is committed to selecting people able to provide quality services and a safe working environment to our clients.  Accordingly, we have rigorous employment safety screening requirements for all new staff.

All competitive applicants will be required to undergo additional employment safety screening.  This involves establishing identity, consenting to a National Police Records check, and verification of claims through referee comments.

All of our employees are required to comply with the Victorian Public Service Code of Conduct.

· Diversity
The department values diversity, is an Equal Opportunity Employer, and encourages applications from people with a disability and Indigenous Australians.

· Agreement/Award Coverage
CPSU – Victorian Public Service (Non Executive Staff) Agreement 2006, advancement by progression assessment

· Specific role requirements
This position will initially be at the Collingwood Housing Office but can also involve working at other IME Housing Offices
Specific Health and Safety Requirements


The Department has a significant number of policies, guidelines, procedures and risk assessment tools to minimise Occupational Health and Safety risks in the workplace.  Staff are required to be familiar with, adhere to, and in some cases use and manage relevant policies, guidelines, procedures and risk assessment tools.

In this role the known risks include, Manual Handling, Occupational Violence and Stress.  These policies and guidelines should be assessed.  If regular travel is involved, staff should also access the policies and guidelines relating to Fleet Safety.


Privacy Notification

The department requires declarations and personal information relevant to your employment.  The collection and handling of this information will be consistent with the requirements of the Information Privacy Act 2000.









