12
34

Position title

Quality & Capacity Building Project Officer

Group

Operations

Employment status

Part-time, hours to be negotiated, fixed term or consultant contract to 30 June 2021

Salary Range

As per SCHCADS Award

Position reports to

Operations Manager

Location

Abbotsford (Working From Home during COVID-19)

Delegation

N/A

Organisation environment
Djirra1 is an Aboriginal Community Controlled Organisation (ACCO) that works towards a future where all
Aboriginal women are strong, safe, independent, healthy and positive in their lives, culture and communities.
All Djirra’s work is designed by and for Aboriginal women and is deeply respectful of and connected to
community. Self-determination is the foundation of everything we do: it is Our Cultural Way.
We are committed to ending family violence against Aboriginal women and their children through holistic and
culturally safe specialist services, prevention programs and advocacy for change. Our services have state-wide
reach.
Djirra offers a range of services including:


Holistic and culturally safe legal and non-legal support to Aboriginal people, particularly women,
who experience family violence or sexual assault. Each client is assisted by a lawyer and a support
worker who together address the multitude of interrelated legal and non-legal issues our women
face. Legal advice and representation is provided on intervention orders, child protection, family law
and victims of crime assistance.



Intensive Support Services is a program of Djirra which provides culturally safe, trauma informed
support to Aboriginal women requiring personalised short or longer term interventions to assist in
achieving a safe and stable environment for them and their children. Intensive Support Services
comprises case management with brokerage, face-to-face and phone counselling and an after-hours
support line.



The Koori Women’s Place (KWP) provides wrap-around support and works to build trusting
relationships with Aboriginal women through our shared connection to culture. Aboriginal women
can be referred for an appointment, walk into our space or book into a workshop. Mainstream and
Aboriginal service providers are available for appointments within the safety of the KWP.
 Our community education and engagement programs provide support for women through personal
support and empowerment programs.
Djirra also offers a range of workshops in Melbourne and regional areas, being:





1

Sisters Day Out® - a wellbeing workshop where Aboriginal women support each other, get
information about legal rights and options, and engage with mainstream and Aboriginal support
services.
Dilly Bag - a four-day residential program that draws on cultural principles to promote healing.
Young Luv® - a program designed for young Aboriginal women aged 13 to 18 and focuses on
promoting healthy relationships.

____________________________________
1 Djirra

is the Woiwurrung word for the reed used by Wurundjeri women for basket weaving. Traditionally, when women
gathered to weave, important talks took place and problems were solved. Djirra symbolises Aboriginal women today,
still coming together to share stories, support each other and find solutions.

Role purpose
The purpose of the position is to identify and analyse issues and practices that informs the sustainability,
capacity building strategies and activities of Djirra’s Aboriginal Family Violence Legal Service (AFVLS). The
key functions of this position are to coordinate the CLC accreditation review, monitor and report on the
quality improvement and risk management plans, and to identify and provide support to managers on
leading strategic quality improvement initiatives primarily for AFVLS, and across the organisation.
This work will include the review and development of AFVLS policies, procedures and resources to support
quality governance and achieve accreditation and certification under the National Accreditation Scheme
(NAS) for Community Legal Centres. The NAS is an industry-based certification process for community legal
centres and is administered by the Federation of Community Legal Centres, Victoria (the Federation). The
accreditation review is scheduled for April 2021.
The primary focus will be the standards relating to the provision of legal and related services and will
require collaboration with AFVLS and other Djirra staff.

Key accountabilities


















Lead and implement internal auditing practices in preparation for the NAS accreditation, which is
both a quality assurance process and framework for promoting continuous improvement and
compliance on areas such as governance, risk and provision of legal and related services
In conjunction with Djirra’s compliance officer, effectively develop and implement an Internal
Auditing Schedule, maintain the document management system and undertake a selfassessment/gap analysis to identify gaps in meeting NAS standards. Ensure priorities and tasks to
be undertaken are documented in a work plan to ensure deliverables are completed in time for
the accreditation audit
Ensure the implementation of the work plan will enhance and facilitate the smooth operation of the
AFVLS, align with other Djirra programs, and deliver on safety and service excellence
Establish working relationships, with individuals and groups, within AFVLS and Djirra generally to
foster a culture of continuous improvement which ensures staff actively participate and contribute
their expertise and experience
Provide support to managers leading key strategic quality improvement initiative, while promoting
safety, quality and innovation through a commitment to review and improvement
Contribute to the development of tools and resources to support staff to undertake audits and
assessments as part of core business activity
Prepare reports for the Operations Manager to allow a collaborative and strategic analysis and
identification of organisational audit relationships
Establish a collaborative working relationship with relevant staff at the Federation through effective
and innovative communication
Identify and/or assist with the development of systems and processes whereby AFVLS policies,
procedures and resources are promoted, accessible and contribute to the strategic, quality and
continuous improvement agenda
Facilitate coaching, support and technical assistance to support best practice service delivery,
continuous quality improvement and training and development activities, where possible within the
project time-frame and through the development of improvement plans for implementation on
conclusion of the project. This may include meetings, workshops, focus groups and the development
of mechanisms to communicate with and disseminate information to staff using highly developed
communication skills and available information technology resources
Ensure preparation and compliance with all relevant legislation, funding guidelines, service standards
and contractual obligations for NAS and second and third party audits
All other duties, consistent with skills and experience, as directed by the Operations Manager

Key Selection Criteria
Professional /
Functional Skills

Technical Skills
Essential

Competency

• Demonstrated experience in implementing accreditation and quality improvement
processes from beginning to end with excellent results
• In-depth and practical knowledge of legal and industry legislative requirements
• Exposure to accreditation frameworks such as HSS, ISO, NSQHSSound
understanding of continuous quality improvement processes and the use of
standards and accreditation to enhance organisational leadership and management
systemKnowledge of contemporary quality and risk principles, best practice and the
statutory and regulatory framework in which they operate
• High level project management and organisation skills and experience, including
the ability to independently plan, prioritise, meet deadlines and drive project and
reporting deadlines
• Ability to engage employees at all levels to encourage an active involvement in
continuous improvement and risk management activities
• Strong interpersonal, relationship building and consultation skills including the
ability to communicate clearly and sensitively with stakeholders and staff at all
levels, and use a coaching approach to influence outcomes
• Ability to rapidly acquire knowledge of the NAS requirements, (which are sector
protected and not publically available), in addition to the internal operations of
Djirra
• Advanced computer skills in the use of MS Office packages and databases
•
• Current full driver’s licence
• National Police Check
• Working With Children Check
• Highly developed written communication skills and experience in drafting a range of
documentation, including policies, procedures, presentations, report writing and
legal practice resources
• High level analytical skills and problem solving ability, as well as initiative, flexibility
and an outcomes focused approach
• Excellent attention to detail with highly developed organisational and time
management skills
• Capacity to work independently and able to work effectively in a team
• Proven ability to assess workload, prioritise activities and meet deadlines in an
environment of competing demands

Qualifications
Desirable
 Relevant tertiary qualifications
 Relevant qualification relating to compliance, risk management and quality auditing or business
equivalent work related experience
 Qualification or experience in project management and process/operational efficiency

Workplace Health and Safety
Djirra is committed to providing and maintaining the health and safety of its employees.
All staff at Djirra are expected to champion proactive and positive health and safety practices in the
workplace and when working offsite by raising health, safety and wellbeing issues or concerns with
managers and colleagues. Staff are required to observe all safe work procedures, rules and instructions, and
take all reasonable care for their own safety and for the safety of work colleagues by always operating in a
safe and appropriate manner.
Information about these policies is contained in Djirra’s Human Resources Policy Manual.
This position may require you to travel to regional locations as required.

We Are A Child Safe Organisation

Djirra is a child safe organisation and is committed in everyday practice to ensure the safety and
wellbeing of all children, at all times. As a child safe organisation, employment with Djirra is subject to a
satisfactory Australian Criminal History Check and an Employee Working With Children Check (in
Victoria). An International Police Check will also be required if you have resided continuously in an
overseas country for 12 months or more in the last ten years.

Other important information
Djirra employees and volunteers are required to act in accordance with Djirra’s values and behaviours
of:


respect for people and culture



trust



integrity



resilience; and



empowerment

Djirra’s employees and volunteers are required to adhere to relevant policies and procedures including,
but not limited, to:


Code of Conduct Policy



Occupational Health and Safety Policy



Social Media Use Policy



Privacy Information Policy



Conflict of Interest Policy



Volunteer Policy

Information about these policies are contained in Djirra’s Human Resources Policy Manual.
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Place signed copy on employee’s file.

