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Centre Coordinator and Development Worker 

Information Package 
 

 

Thank you for your interest in the position of Centre Coordinator and Development Worker at 

the Maleny Neighbourhood Centre (MNC). The following document contains all the 

information you will need to apply. A full Position Description is attached. 

Preamble 

The MNC is seeking an experienced Community Development Worker with the ability to lead 

a team of paid staff and volunteers and manage a dynamic neighbourhood centre, serving the 

needs of our diverse rural community.  

Our ideal applicant has a proven ability to obtain and manage grant funding and donations from 

multiple sources, as well as strong leadership, interpersonal, and time management skills. The 

CCDW will work with the MNC Management Committee and the broader community to 

ensure the sustainability of the Centre. 

The MNC promotes a culture which respects, values and celebrates diversity. 

Selection Criteria 

The successful applicant will demonstrate his or her capabilities against the following selection 

criteria: 

1. A proven ability to identify and drive appropriate community development and service 

delivery initiatives 

2. Well-developed leadership and interpersonal skills 

3. Well-developed financial management skills 

4. Well-developed written, verbal and digital communication skills 

5. A demonstrated commitment to the principles of community development, and Workplace 

Health and Safety 

6. A proven ability to develop positive working relationships with a wide range of 

stakeholders, including local businesses, service providers, and government agencies. 

Additional Information 

The position is contingent upon ongoing funding from the community, local government, and 

the Queensland government, The CCDW will play a key role in identifying funding 

opportunities, and applying for grants which enable the MNC to meet its objectives. 
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The position is envisaged as 30 to 35 hours per week, with some after-hours work required. 

Flexible working hours can be negotiated. 

Salary shall be commensurate with sector standards, abilities and experience. 

Ongoing employment will be subject to the successful applicant successfully completing a 

three-month probationary period. 

To apply, please provide: 

1. Your current CV. 

2. A Statement of Claims addressing the six selection criteria listed above. 

a. Please read the Selection Criteria and the attached Position Description before 

applying. 

b. Please limit your written response to 400 words per criterion. 

c. Please provide examples of your ability to meet or exceed each criterion. 

Email your completed applications to the acting Centre Coordinator, Margaret McKenzie. 

Margaret’s email address is coordinatordw@malenync.org.au. 

MNC will treat your application confidentially in accordance with our privacy statement, 

which will be made available upon request. 

If you have questions about the position, please contact the president of the MNC Management 

Committee, Ian Demack, on 0421 339 416. 

Application must be received by close of business on 14 April 2020. 

  

mailto:coordinatordw@malenync.org.au
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POSITION DESCRIPTION 
MALENY NEIGHBOURHOOD CENTRE 

CENTRE CO-ORDINATOR & DEVELOPMENT WORKER 

Position: Maleny Neighbourhood Centre Coordinator & 

Development Worker (CCDW) 

Accountability:  The CCDW reports to the Management Committee of the Maleny 

Neighbourhood Centre Association Inc. (MNC) 

The Maleny Neighbourhood Centre Association is an Equal 

Opportunity Employer; adheres to Workplace Health & Safety 

Regulations and operates under Social Justice Principles. 

CENTRE AIMS: 

The Maleny Neighbourhood Centre aims to be responsive to the diverse community of Maleny 

and district through providing opportunities for people to participate and offering services and 

activities that meet the needs of communities. 

PURPOSE OF POSITION: 

This position is accountable to the Maleny Neighbourhood Centre Association Management 

Committee for the management and co-ordination of all aspects of the Centre’s operations, 

sound financial management, and ongoing sustainability of the organisation. This includes 

developing, monitoring and reporting on financial budgets and overall understanding of the 

financial requirements of the organisation. 

This role also involves staying well informed about developments within the sector in order to 

strategise for the sustainability of the organisation and to support the Management Committee. 

The position is responsible for maintaining and developing working relationships with both 

Government and Non–Government organisations in the pursuit of the Maleny Neighbourhood 

Centre’s objectives. This position is responsible for the development, implementation and 

monitoring of organisational policies, projects and funding for current and future initiatives, in 

line with the MNC’s strategic and business plans. These responsibilities include writing reports 

and funding submissions. 

http://www.malenync.org.au/
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The CCDW promotes and represents the Maleny Neighbourhood Centre within the community 

and the sector. 

The CCDW provides leadership to all paid staff and volunteers. 

The position requires identifying local community needs, responding appropriately and 

evaluating interventions. 

ORGANISATIONAL RELATIONSHIPS AND ACCOUNTABILITIES 

The CCDW works under the direction of, and with some authority delegated from, the 

Management Committee. 

The CCDW supervises employees and volunteers and establishes and monitors MNC work 

outcomes. 

KEY RESPONSIBILITIES 

1 General and Financial Management 

1.1.  Ensure MNC is a viable sustainable community organisation through sound 

management and the cost-efficient delivery of programs and services, including 

renewing Deductible Gift Recipient and Income Tax Exempt Charity endorsement 

annually. 

1.2.  Ensure sufficient income is generated so that MNC’s programs, services and activities 

can be maintained and grow in line with strategic directions. This will include 

identifying potential ongoing or recurrent funding sources (including grants, 

sponsorships and partnerships) and develop marketing strategies and written 

submissions to ensure the ongoing sustainability of the organisation. 

1.3 Develop annual budgets in conjunction with the treasurer, and manage finances within 

budget. Oversee the correct expenditure of specific funding and the implementation of 

any associated commitments. Throughout the year, update the budget to reflect 

additional sources of income or variations in projected expenditure. Investigate 

variations to budget and report to the committee in a timely manner. 

1.4 Supervise and assist the Administration/Financial Officer; verify that funds are managed 

securely; that sales invoices are issued and debts collected; that membership fees 

collected and recorded; that expenditure is correctly made and recorded to comply with 

the funding criteria of the various programs, and the Centre’s legal obligations. 

(including GST and payroll). 

1.5 Monitor the computerised accounting system and the Excel based reports; suggest 

modifications and/or changes to the committee that will improve the functionality and/or 

reporting. Oversee the monthly production of reports for the committee. 

1.6 Oversee the implementation of all Funding Agreements and associated work plans. 

1.7  Oversee the data collection and evaluation of all programs and projects, in accordance 

with Funding Agreements. 

1.8 Fulfil all reporting requirements to external bodies in accordance with grant or contract 

conditions. 

1.9 Ensure that the auditor is provided with adequate information, reconciled accounts and 

supporting documents promptly at year end, to enable an efficient audit. 
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1.10 Ensure all aspects of workplace health and safety are undertaken in accordance with 

legislative requirements including the physical and psychological safety of visitors, staff 

and volunteers at 17 Bicentennial Lane and other locations where MNC work is 

conducted. 

2. Human Resource Management 

2.1.  Ensure organisational compliance with relevant industry legislative requirements and 

MNC policy and procedures. 

2.2 Ensure the recruitment, induction, training, professional development, supervision and 

annual appraisal of paid staff is carried out. Ensure that an effective team of volunteers 

appropriate to the diverse and changing needs of the Centre is developed, supported and 

maintained. 

2.3.  Monitor Personnel matters including time sheets, time-off-in-lieu (TOIL), sick leave, 

annual leave and other leave entitlements. (The CCDW’s time sheets, leave applications 

and related forms shall be approved by the President or Treasurer.) Ensure annual 

acknowledgement of volunteers. 

2.4.  Provide leadership, vision and support to all paid staff and volunteers. 

2.5 Address any internal conflicts in accordance with the MNC’s Conflict Resolution 

Policy. 

2.5. Manage and ensure good working relationships with Management Committee members 

and all other workers within the Centre. 

3 Communication 

3.1.  Positively represent and promote the MNC to the media and community. Maintain a 

strong public profile and raise community awareness of social justice issues through 

multi-media exposure; 

3.2. Communicate with the Management Committee through monthly reports and attendance 

at monthly meetings; disseminate relevant information to staff and role model good 

process between staff and Management Committee. 

3.3.  Build relationships with the Flexi School and develop projects in collaboration to 

support the objectives and activities of the Flexi School. 

3.4. Ensure representation of MNC in all dealings with external organisations, in accordance 

with the Strategic Plan and other defined organisational goals. 

3.5.  Ensure relevant administrative information, including policy and procedure documents, 

is disseminated to all paid staff. 

3.6.  Write articles for the MNC newsletter, other publications and social media as required.  

4 Organisational Development 

4.1.  Develop an integrative 12-month Work Plan that is linked to the Strategic Directions 

document and is reviewed annually. Report progress of Work Plan to the Management 

Committee monthly and to the Annual General Meeting. 

4.2. Develop and maintain strategic collaborative relationships with key individuals and 

groups across community, government and non-government sectors to address social 

and community issues. 
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4.3.  Ensure that MNC has a complete set of policies and procedures that comply with 

relevant funding body requirements, and that they are implemented and reviewed. 

4.4. Initiate appropriate research to identify local community needs. In consultation with the 

Management Committee, valuate the suitability of programs, services and activities to 

address the identified needs. 

4.5. Identify strategies for the long-term sustainability of the organisation. This includes 

keeping informed about developments within the sector, such as, changing 

government policy, in order to position MNC within the sector in a way that ensures 

our ability to meet the needs of the community. 

5 Resourcing the Management Committee re governance and strategic planning 

5.1.  Provide sound, accurate and timely advice and information to the Management 

Committee to ensure committee members have all the information, legally, morally and 

professionally needed to make decisions. 

5.2.  Ensure an organisational Strategic Directions document is developed and reviewed once 

every three years by the management committee and staff, in consultation with 

community stakeholders. Meet with President/s or representative on a quarterly basis to 

monitor alignment between the 12 month Work Plan, emerging activities and Strategic 

Directions. 

5.3. Provide the Committee with access to adequate information about programs and projects 

through a monthly reporting mechanism to facilitate decision making concerning the 

broader goals and strategic direction of the organisation 

5.4.  Assist the management committee to plan and implement the Annual General Meeting. 

Report to the AGM. 

5.5.  Manage and monitor the finances of the organisation. Ensure the preparation of financial 

statements, annual budget submission, finalisation of accounts for the AGM, end of 

financial year audit and annual report in collaboration with Treasurer and 

Administration/Finance Officer. 

5.6.  Ensure appropriate legal, financial and industrial standards and requirements are in place 

and adhered to. 

5.7.  Ensure appropriate management infrastructure, including sound management practices 

and appropriate information technology systems, are maintained. 

5.8.  Keep the Management Committee informed about the status and functionality of MNC 

policies and procedures. Seek Management Committee endorsement for new policies, 

or changes to existing policies. 

6. Community Development 

6.1. Ensure community development principles and practices are applied to MNC programs 

and activities wherever possible and appropriate. 

6.2. Form community developmental relationships with individuals and groups aiming to 

create linkages and support mechanisms. 

6.3. Develop networks of support. Facilitate community engagement processes via 

horizontal and vertical relationships between groups and services / government. 

6.4. Conduct formal and informal community needs assessments with groups. 
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6.5. Develop partnerships with existing service providers to ensure equitable access to 

services for community members and enhance community relations within the wider 

community. 
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