Position Description – ReBuild Operations Manager

	Position Title: Rebuild Facility Services Operations Manager

	Classification Grade: Managers Grade 2 $81,000 Package or Neg (based qualifications & experience) 

	Employment Status: Permanent Full time (38 hours per week) 

	Department: Youth Justice & Forensic YMCA – The Bridge Project

	Minimum Qualifications: Relevant Trade qualifications, 

	Reports To: YMCA – Youth Services Area Manager


“This newly created position provides a unique opportunity to employ your and operational knowledge and desire to work with young people within a highly rewarding community service environment”

Proven experience in operations management and proven ability in building a positive and quality business culture.  Electrical, trade, operations or OH&S qualifications would be desirable.  Applications should consist of a covering letter (no more than 2 pages, please) outlining how your skills and experience match the position requirements. 

	Organisational Profile


We build strong people, strong families and strong communities.

For over 150 years, YMCA Victoria has played an important leadership role in partnerships with local communities, governments and other stakeholders, to contribute to a sustainable, equitable and prosperous society. “Together with our partners, we transform our communities by intentionally shaping lives for the better” For more information on the YMCA in Victoria please visit www.victoria.ymca.org.au 

The YMCA is the only non-government agency to have contact with every young person in custody in Victoria on a daily basis. This unique opportunity and 15 years experience allows the Y to build long term, trusting relationships with young offenders in custody and community. 

The Bridge Project actively seeks to reduce youth crime through social and economic engagement of young offenders in education, training and employment. Led by a 30 strong member community council the project combines the expertise of the Y in youth justice with motivated leaders of the business, corporate and community sectors. This unique partnership provides a cross sector solution to youth re-offending (recidivism).  For more information visit www.bridgeproject@ymca.org.au
	Position Summary


Scope of Position

The purpose of this role is to manage five 2-3man work crews capable of providing general maintenance services to community YMCA’s and external customers. 

Each crew will be made up of a skilled tradesperson and 1 -2 trainees. The trainees will be young ex-offenders who will undertake a six month work placement, consisting of 4 days work and one day of training. 
You will be responsible for skilling and mentoring of Crew Directors. In addition you will have the responsibility of delivering a quality service to the customer and will sign of all work completed by the maintenance crews. Key objectives of this position are to  
1. Mentor Trainees & Crew Directors to build upon the young person’s “soft” work skills, i.e. communication, presentation and customer service

2. Deliver a quality service 
3. Provide trainees with on the job skill development to support external theoretical training

4. Support the transition of trainees into on-going employment. 
5. Uphold the values of the YMCA at all times.  

	Specific Responsibilities


The ReBuild Operations Manager is responsible for achieving all the targets laid out in the Business plan for the Rebuild Social Enterprise. Specific responsibilities include.

Growth and Development

· Maintain a strong business development focus to grow the ReBuild business. 

· Maintain a strong focus on the delivery of a quality service by seeking customer feedback. 
· Support implementation of marketing and promotion strategies to encourage growth in new customers.

· Constantly evaluate all business and service areas.

· Work in close conjunction with the Bridge Project Council to develop the YMCA’s work with disadvantaged young people. 

Leadership & Support 
· Role model excellent work practices and values to all stakeholders within ReBuild business networks. 
· Exhibit exemplary levels of professionalism and integrity 

· Provide support to trainees and customers  
· Liaise with Youth Services Area Manager weekly to determine work priorities, supplies required, and team skills needed

· Determine 'on-the-job' working procedures and in resolving technical problems of the assignment

· Conducts interviews of trainees for maintenance crew openings.

· Endeavour to work out minor discipline problems with team members and refer problems involving more serious discipline to Bridge Employments Support team for mediation. 
· Coordinates and schedules monthly team meeting to discuss topics relevant to the crew’s performance including OH&S. 
Occupational Health & Safety  

· Comply with all YMCA Victorias OH&S and Risk Management protocols, to ensure compliance with all audits
· Oversees the ReBuild OH&S culture development and implement operations OH&S plan set out by the OH&S management team at YMCA Victoria.

· Liaise with YMCA OH&S department staff and the ReBuild risk consultant to ensure safe work procedures are adhered to hazards are identified i
Staff Safety 

· Ensure all staff have up to date First Aid skills and OH&S Level 1 training
· Ensure all staff is trained to use appropriate methods and protective equipment to clean up and dispose of hazardous materials including blood and vomit.
· Ensure never undertake duties if they do not have the relevant training 

Equipment Management 

· Ensure all equipment is kept to the agreed standards of quality, maintenance and functionality. 

· Ensure Rebuild Crew Directors perform daily checklists to ensure equipment is safe.  

· Perform other OH&S/Risk Management duties as required.

Administration

· Report and document any incidents, injuries, facility & equipment breakdowns using specific YMCA reporting procedures.
· Prepare and maintain procedures and instructions for all major tasks undertaken
· Ensure all invoicing and purchase orders are delivered to admin staff

· Oversee administration assistant
· Monitor and control the level of income and expenditure in accordance with the Rebuilds’ budget.  
· Hold regular finance meetings with the Youth Services Area Manager to report actual or anticipated variations to the ReBuild budget.

· Work with management team to develop systems for the successful provision of maintenance services to internal YMCA customers and external customers.   


· Inspects, coordinates, and records work performed by the maintenance crew. 

Arranges for orientation and training of new maintenance crew members. 


· Completes time slips for work completed and assigns time and material charges to appropriate account numbers. 

· Compile monthly finance running sheets and client invoices. Also at the completion of the month all documentation is to be forwarded to administration staff
Training
· Work with the Bridge Project Employment & Training Manager to identify and determine employment support and training needs.
· Ensure that a constant process of training and development of staff is maintained.

Communications and Relationship 

· Develop and manage appropriate customer service strategies to grow the ReBuild customer & business networks. 

· Maintain regular liaison with the Bridge Project Manager and YMCA Area Manager    

· Maintain regular liaison with YMCA facility managers   

· Attend ReBuild project group meetings.

	Key Selection Criteria 


· Strong project management skills and ability to build desired work and quality culture within Rebuild crews 

· Strong interpersonal skills, with an ability to build a rapport and strong relationships with the young trainees and customers
· Demonstrated ability to create and grow relationships between the business and community sectors
· Well developed verbal communication skills including the ability to tailor communications to different stakeholders
· Excellent organisational and time management skills including project management
· Highly motivated and passionate about providing opportunities to disadvantaged young people
· Ability to work with limited supervision

· Exemplary levels of professionalism and integrity 
	Qualifications and Conditions of Employment 


· Relevant trade or maintenance experience 
· Hold a current Victorian drivers licence and be prepared to drive ReBuild Maintenance vehicle
· Holding a current Working with Children’s Check. (WWC) 
· Subject to Police Records check 
This position 

· Holds a Manager 2 Grade with a salary based on applications, qualifications and experience
· Offered in accordance with the terms and conditions of the YMCA Managers Agreement
· Subject to a 12 week probationary period 

· Requires flexible work hours with evening and some weekend work


	Bridge Project Employment Program Overview  


Background 

The Bridge Project is a successful, innovative community approach to youth re-offending. It provides support, training and employment opportunities to young offenders trapped in the recurring cycle of crime, poverty and imprisonment. 

It provides the opportunity for these disadvantaged young people to participate socially and economically in their community and provides a healthier community for all.  The highest risk period for both first time and previous young offenders is the first year following completion of orders, when recidivism rates are three to four times higher than during the second year.

The project aims to act as a “supportive bridge” for young offenders in this high risk period by connecting them to employers willing to provide meaningful training and employment opportunities.

Since 2007, The Bridge Project Employment team has worked with over 500 young offenders and 75 employers to achieve the following unprecedented results: 

· < 4%(4) recidivism rate 
· 75% (400) completed pre-employment and work readiness training 

· 80% (150) completed 480 hours of work over 16 weeks and are still engaged in ongoing employment

· 20% (75) achieved Certificate III level training

ReBuild – Bridge Project Social Enterprise 

The Bridge Project sees the pathways to long-term employment starting when a young person is in custody or on a community based youth justice order. The young offender will be supported, mentored, trained to progress through to open employment. 
The core purpose of Rebuild is to provide young offenders with a pathway to long-term employment. It is Stage 2 of the Bridge Project Employment initiative and will compliment and build upon the success of the existing program.

ReBuild is as an Intermediate Labour Market (ILM) model providing flexible part-time work opportunities, on the job training and supportive team environment. ReBuild traineeships are designed as pathway of moving young offenders from long-term unemployment to sustained work. 

Currently The Bridge Project is well supported by a number of large YMCA community recreation centre.  ReBuild will build on this link by offering services that are familiar, and essential to the everyday maintenance of a community YMCA facility. 

In the short-term a Rebuild traineeship will address many of the multiple layers of disadvantage a young offender experiences in the community. A  ReBuild work opportunity will help to build the self esteem and social capital of the young person and enable them to participate both socially and economically in their local community. 

In the long term, ReBuild sees the possibility for the more entrepreneurial graduates to gain additional small business training and go on to start their own enterprise or micro/small business with the support of ReBuild

Guiding Principles of The Bridge Project 
· Is committed to providing meaning opportunities for young offenders to engage socially and economically with their community and in doing so become a valued member of society. 
· Is committed to engaging and supporting community partners, including employers to provide opportunities to young people which are mutually beneficial
· Is committed to engaging prospective employers and supporting them prior/during and after a young person placement. 


· Seeks to engage employment partners who are committed to pay appropriate wages with limited  subsidies with the prospect of young people being seen as part of the general workforce

· Recognises a young person’s journey may include both positive progress and setbacks and will influence their capacity to engage with training and employment.
· Is committed to re-engaging/supporting young people in various stages of their journey from dependence to independence.  
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