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	TITLE

Business Manager

REPORTS TO
Regional Manager – Employment Services

COMPANY PURPOSE
MTC is a not for profit community based employment organisation and its mission is to be recognized as a provider of high quality and innovative employment solutions that improve the prosperity within the communities with which it works 
ROLE PURPOSE
The purpose of this job to lead and manage a specific geographical area through developing  and implementing business plans  to achieve the organizations revenue/expenditure and performance objectives and job seeker outcomes consistent with the prevailing Job Network contractual obligations and organizational policies and operating principles.

	ACCOUNTABILITIES
· Organisation & Business

· To utilize the budgeting system to develop and implement business plan covering the prevailing job network programmes for business geographical area to grow the business.

· To develop and manage agreed expenditure and revenue budget

· To maintain and manage appropriate resources  and physical site assets to be successful in the role

· Governance & Compliance

· To handle and address complaints in a timely and appropriate manner, consistent with the vision and values of the organization

· Meet all compliance obligations of the contracts and Company policies and to prepare, analysis  and provide reports to supervisor on a weekly basis

· To verify and authorize claims made against contracts

· To ensure staff understand and follow contractual obligations.

· To provide a safe and healthy work environment and to role model the OH&S policy

· Clients & Employers
· Promote the MTC services to local businesses, community groups and local government departments.

· Develop effective partnerships and networks of employers in geographical area.

· To increase placement opportunities utilizing and role modeling marketing approaches for staff and to leverage relationships and data bases.

· To ensure that a consistent method of assessing client eligibility for assistance is followed.

· To ensure that a consistent level of service across the sites for delivery of Job Network contracts.

· People & Community

· Contribute to the successful running of the organisation through membership of the Employment Services Management Team

· Manage and lead  own team and to support and promote a coaching culture across MTC sites  where people can flourish and prosper. 

· To monitor the competencies of staff   and determine and implement training and development needs

· Carry out performance reviews and coach staff for higher performance

· Resolve problems referred by consultants in coaching manner . 

· To work with the greater community developing and engaging all sectors of the community to identify opportunities where MTC can act as a catalyst to effect positive change and/or generate wealth.

· To manage in accordance with MTC policies and, programme obligations and government requirements.

	SUCCESS MEASURES
· Compliance to contract conditions JM placements, Stream 1 signups/Placements, Stream 2,3 & 4 commencements/payable outcomes, interims/finals.

· % of placements retained for 13/26 weeks

· Customer satisfaction levels

· Staff Satisfaction levels

· Meeting revenue/expenditure targets.

	COMPETENCIES 
· Management Competencies

· Working Collaboratively The ability to work in a cooperative and helpful manner with other team members as opposed to working independently and in isolation.
· Leads, Develops & Coaches the Team The willingness to take responsibility for meeting the needs of the team, keeping staff informed and up to date and clear about roles and expectations and the ongoing commitment to foster the learning and development of department members through individual coaching focus.
· Understands Management Principles The knowledge of and ability to apply fundamental management principles to manage own performance and that of the department
· Drives and Managing change The ability to deliver the message of change in words and actions to motivate people to change
· Social Responsibility To accept that the organisation has a social responsibility and to ensure that decisions and actions are consistent with the organisation’s mission 
· General Competencies

· Financial analysis Knowledge and skill to undertake analysis and interpretation of a range of financial data, including balance sheets and cash flows

· Legislative and Regulatory requirements Knowledge and application of legislative and regulatory or industry standards as they relate to the department. This includes a sense of safety which is concerned with creating and maintaining a healthy and safe environment as well as understanding and role modeling requirements under EEO, Diversity, OH&S, Privacy, Harassment and Anti discrimination polices etc.  
· Work Organisation The ability to effectively manage own resources, including time 
· Customer Focus The willingness to focus effort on delivering to meet both internal and external customer needs.
· Results Focus The willingness or the ability to do the job well and to deliver results through setting and achieving challenging goals for self and team.
· Building Relationships and Networks The ability to identify and maintain short and long term networks useful to achieving organisational objectives
· Continuous Improvement Focus The willingness to improve existing processes and procedures and find better ways of doing things in terms of effectiveness and/or efficiency
· Problem solving The ability to understand problems and situations by systematically breaking down the problem or situation, assessing and interpreting options, weighing up and prioritizing alternatives, and thinking through options
· Negotiation Skills Ability to obtain agreement between two or more parties who may have different interests
· Budget and Cost Focus Knowledge of the budgeting process, including the allocation and monitoring of costs and revenue against budget as well as the ability to utilize this knowledge to take or advise on corrective action
· Oral and Written Communications Ability to articulate and explain information to customers, peers and managers and the ability to covey, explain and understand information in writing, clearly and concisely
· Procedures and policies Knowledge and application of the organisation’s policies and procedures relevant to own job and areas supported.


	SCOPE AND SIZE OF ROLE ACCOUNTABILITIES
· Budget $XXX

· Number of Staff 8 –20

· Number of programme participants 1000+

The position is subject to regular supervision and audit

	INDEPENDENCE TO ACT AND AUTHORITY LEVELS
The position would usually be able to solve problems within procedures or through reference to supervision. The type of problems are likely to be similar in nature with the occasional complex issue.  

	RELATIONSHIPS
The position is expected to develop, build and maintain relationships to promote trust and the services of the Company

· Internal: MTC staff, executive team,  business managers, support staff

· External:  DEWR, Centrelink, Local government, Employers, Community Organisations, Sponsors

	APPROPRIATE EXPERIENCE 

· Tertiary qualifications

· Staff Supervision Experience

· Experience and understanding of issues associated with job seekers

· 5 + years of experience, including not for profit industry or similar, contract and financial management

· Community and Government Liaison and Representation, 

· Desire to operate within the mission and values of an organisation with a social conscious

· Results orientation

· Sales/Marketing experience

	SIGN OFF
…………………………………..….                                 ………………….………………….
             JOB HOLDER                                                                    MANAGER


Business Manager Generic

Page 1 of 3

