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Saltwater Freshwater Arts Alliance Aboriginal Corporation (ICN 7394)
APPLICANT JOB PACKAGE
CHIEF EXECUTIVE OFFICER

Dear Sir/Madam

Thank you for your interest in the position of Chief Executive Officer with the Saltwater Freshwater Arts Alliance Aboriginal Corporation (the corporation).
For your information the following documents are enclosed:

· Application for Employment form

· Position Description (including Selection Criteria)
· Guide for job applicants
In your application

Please ensure all information and attachments are provided.  As a minimum it is expected that you will provide:

1. Response to selection criteria

2. Referee details

3. Resume or curriculum vitae 

4. Any other documents that you consider would enhance your application e.g. qualifications, certificates, etc.
Your application must be submitted by 16 April 2014.
If mailing mark the envelope “CONFIDENTIAL” and send your application to:

ORIC

ORA Contact person

PO Box 2029

Woden ACT 2606      
If emailing please send your application to: 

ora@oric.gov.au
If hand delivering take your application to:

ORIC

32 Corinna Street

Woden ACT 2606

Should you require any further information regarding the position, please contact the SWFWAA Chairperson, Jo-Anne Kelly, on (02) 65628688 or email klalc_ceo@bigpond.com, or the Deputy-Chairperson, Chris Spencer on (02) 6652-8740 or email chris@coffsharbourlalc.com.au 

Yours sincerely

ORA Contact Person
JOB ADVERTISEMENT
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Saltwater Freshwater Arts Alliance Aboriginal Corporation (ICN 7394)
Saltwater Freshwater Arts Alliance Aboriginal Corporation (SWFWAA) is the regional body for Aboriginal arts and culture on the Mid North Coast of NSW. The Alliance’s objective is to position art and culture as the foundation for the social, economic and cultural development of the region’s Aboriginal communities. We coordinate regional programs that revive and strengthen Aboriginal art and culture fostering culturally based employment and skills development. 
Our Board is made up of CEOs from ten Local Aboriginal Land Councils providing a platform for effective community engagement and representation across the region.  The CEO reports directly to the Board and is responsible for developing and maintaining governance best practice. 

The CEO will expand on the Alliance’s success in the region by steering the future strategic direction of the organisation while implementing the current strategic objectives and the Business Plan.   You will be an outstanding communicator who is able to build and maintain strong relationships with government, funders, the community and other stakeholders.  The successful candidate will possess highly effective management skills, financial acumen and have solid experience in human resource management.   

The successful applicant will have experience in the not for profit sector, ideally in the arts industry, and be a great fit with our values, workplace culture and cohesive small team. 

This is an Aboriginal and Torres Strait Islander designated position.

How to apply

To obtain the selection documentation and application processes, please request a copy of the Applicant’s Job Pack by email: ora@oric.gov.au
Should you require any further information regarding the position, please contact the SWFWAA Chairperson, Jo-Anne Kelly, on (02) 65628688 or email klalc_ceo@bigpond.com, or the Deputy-Chairperson, Chris Spencer on (02) 6652-8740 or email chris@coffsharbourlalc.com.au 

Applications close: 16 April 2014

Application for Employment Form

(Processing Form ORIC)

	        Saltwater Freshwater Arts Alliance Aboriginal Corporation 

	Position Applied for:   Chief Executive Officer


	Applicants Details

	Given name:


	Family name:



	Street address:



	Postal address:

	Home Ph:
	Work Ph:
	Mobile Ph:

	E-mail: 

	Do you have a current Police Clearance
	

	Are you an Aboriginal or Torres Strait Islander person
	

	Are you an Australian citizen or 

have the status of permanent resident in Australia?
	


……………………………………………….………….…
…………………..…….

Applicants signature
Date

If you have any queries regarding your application, or any other matter, the contact officer will be able to assist you.  You will be notified of the results of your application as soon as practicable.

If you are called for an interview and have any special requirements (e.g. wheelchair access to building), advise the contact officer.

	Office Use Only

	Date of notice to applicant: 
	Interview:
Yes  
No  

	Interview date/time:
	Docs sighted by:


REFEREES

Name: 
___________________________________________________________

Title: 
___________________________________________________________

Organisation: 
___________________________________________________________

Contact phone:
___________________________________________________________

Contact email: 
___________________________________________________________

Relationship 

with referee: 
___________________________________________________________

Name: 
___________________________________________________________

Title: 
___________________________________________________________

Organisation: 
___________________________________________________________

Contact phone:
___________________________________________________________

Contact email: 
___________________________________________________________

Relationship 

with referee: 
___________________________________________________________

POSITION DESCRIPTION – CHIEF EXECUTIVE OFFICER
Employer: 
Saltwater Freshwater Arts Alliance Aboriginal Corporation
Job Title: 
Chief Executive Officer
Immediate Supervisor:
The Board of SWFWAAAC

Reporting staff:
 
       The Development Manager, The Corporate Services Manager 





       and the Cultural Programs Manager.
Status and hours: 

Full time.  Minimum 36 hours per week.  This position will 



involve work and travel outside normal working hours.
Award:
Non-award salaried position

Remuneration:
Negotiable with preferred applicant 
Tenure:
2 year contract with the possibility of extension subject to continued funding. 

Location: 
Coffs Harbour
Background

Saltwater Freshwater Arts Alliance aims to position Aboriginal culture as the foundation for the long-term social, economic and cultural development of the Mid North Coast’s (MNC’s) Aboriginal communities. The organisation is governed through an Alliance of ten Local Aboriginal Land Councils and is funded from a variety of sources including Federal and State Government, philanthropic trusts and corporate sponsors.

The Mid North Coast region, as defined by the New South Wales Aboriginal Land Rights Act, 1983, consists of the following Local Aboriginal Land Council areas: Karuah, Forster, Purfleet-Taree, Bunyah (Wauchope), Birpai (Port Macquarie), Kempsey, Thunggutti (Bellbrook), Unkya, Nambucca Heads, Bowraville and Coffs Harbour.

Together, the Board and Chief Executive Officer (CEO) assure the accomplishment of SWFWAA’s mission and vision, and accountability to its stakeholders. 

This challenging and stimulating role provides strategic advice on a range of matters that affect SWFWAA operations and direction and plays a key role in organisational decision making, goal setting and planning.
Position Summary

The CEO is responsible for leading, implementing and achieving the strategic objectives of Saltwater Freshwater Arts Alliance including overseeing and delivering the Saltwater Freshwater Arts Strategic Business Plan, and for providing consistent high-level advice to the Board on operations, policy and planning.
The CEO is equally responsible for the hands-on management of the day-to-day operations including staff, assets, implementing plans, and stakeholder management and for ensuring the organisation has sufficient revenue to maintain operations and delivery.  

The CEO is responsible for maintaining and enhancing a positive, professional and outcomes focussed culture throughout the organisation.  He/She is responsible for representing SWFWAA at an executive level and for supporting the governance activities of the Board.

Values

We honour and take great pride in Aboriginal culture

We strive to strengthen the awareness and appreciation of Aboriginal art and culture

We recognise, understand and embrace the importance of family

We treat all people with respect and operate with integrity, honesty and transparency

We strive for unity, cohesiveness and reconciliation for all Australians

We are here for future generations – we are future orientated

CULTURE

Saltwater Freshwater Arts Alliance employees work in a small informal team environment.  People are open & friendly, work closely together & having a sense of humour is encouraged because workloads at times can be intense. Everyone understands and works in alignment with the organisation’s strategic direction.  There is an emphasis on cultural integrity, respect, and “getting the job done”.
EXECUTIVE RESPONSIBITIES

1. Develop and maintain productive working relationships and represent the organisation to key stakeholders including government, NGO’s, community and corporate sectors.

2. Represent the position and views of the SWFWAA to all relevant internal and external stakeholders at relevant meetings, events, conferences and functions in a way that enhances the reputation of the Alliance.

3. Liaise with stakeholders to advocate on behalf of the organisation and its members; and develop partnerships and funding options.
4. Develop and maintain networks to keep informed of developments in community services, best arts practice, not-for-profit management and governance, philanthropy and funding developments.
5. Attend and participate in meetings of the Executive Team, Board, Board Committees, and internal & external committees as necessary. 

6. Approve media releases and represent the organisation in the public media.

7. Undertake relevant promotions and marketing to a variety of relevant publications (Aboriginal and non-Aboriginal related).

8. Operate the organisation transparently and attract government and non-government funding to deliver existing operations and programs and new initiatives where appropriate.

9. Provide leadership and management of all operations and program delivery in accordance with policy, procedures and directives.

strategic planning 

1. Participate in the development, implementation & review of the SWFWAA’s strategic and operational business plans.

2. Assist the Board in its deliberations about the future directions of SWFWAA.

3. Monitor internal and external factors which could impact on SWFWAA and take action when needed.

4. Identify potential opportunities in service and program delivery.

Organisational and Financial Management 

1. Ensure all accountability and legislative obligations are met including, but not limited to; CATSI Act, Funding Agreements, Fair Work Act, Work Health & Safety and Australian Tax Law.
2. Oversee the effective and efficient provision of operations and programs.
3. Identify problems and opportunities and address them; bringing those which are appropriate to the Board; and, facilitate discussion and resolutions.
4. Make recommendations regarding how to position the Organisation to achieve maximum access to funding, continued sustainability and provide programs to benefit the MNC’s Aboriginal communities.
5. Establish and implement organisational policies, goals, objectives, and procedures, conferring with board members, and staff members as necessary.
6. Develop and submit the Annual Report for the Corporation.
7. Prudently manage SWFWAA’s financial resources, budget, and assets.
8. Work with the Executive Team to prepare and submit an annual budget for Board approval.

9. Ensure all financial accounts are maintained within sound financial practices and policies and are in accordance with relevant accounting standards and professional accounting practice.

10. Provide quarterly financial reports to the SWFWAAAC Board including the quarterly Budget Review.

11. Act as a key signatory on accounts and approve financial payments, invoices and other financially related transactions.

12. Oversee the preparation of reports to the relevant Funding Bodies.

Governance
1. Ensure that the Board is provided with timely, strategically focussed reports including a quarterly Performance Report
2. Ensure that the Board is appropriately informed on all aspects of the functioning of the SWFWAA including proactively advising the Board of risks to the organisation; 

3. Oversee preparation of Board and Company documents 

4. Oversee compliance with ORIC standards (Rule Book)
5. Prepare for and attend Board meetings and implement Board resolutions.
Human Resource management
1. Provide management and supervision for the Executive team of SWFWAAAC. 
2. Recruit and manage a team of competent employees in line with the approved budget.

3. Assist team members to achieve their potential through coaching, mentoring and professional development.

4. Ensure performance appraisals are undertaken regularly and where necessary, counsel, discipline or terminate employees.

5. Oversee HR policies and procedures to make sure they are applicable in the current office situation.

6. Ensure that all employees adhere to HR legislation and SWFWAAA’s Policies & Procedures.

7. Ensure that employee related statutory and regulatory obligations are continually met.

key performance indicators
1. Effective and efficient review and implementation of the strategic plan.

2. Development of and compliance with budgets.

3. Secure levels of income required for annual operations of organisation.

4. Full compliance with all statutory, regulatory, compliance and contract obligations including service outcomes and reporting.

5. Maintain the confidence of the Board, staff and community.

6. Meet all reporting obligations to the Board and implementation of Board resolutions.

7. Effectively manage all employees and volunteers.

8. Capacity to maintain a current drivers licence.

SELECTION CRITERIA
Saltwater Freshwater Arts Alliance will consider an applicant’s abilities in (at least) the following areas:-

· Personal integrity/self-management

· Relationship capability

· Potential to engage with and contribute to the organisation now and in the future

· Alignment with our SWFW values & workplace culture

· Qualifications/training & work history/experience

· Ability to meet the essential and desirable criteria

essential criteria

1. Aboriginality and a sound understanding of the cultural, social and economic needs of Aboriginal people. 
2. A Degree or equivalent in Management/Business/Community Development or other relevant field
3. Demonstrated strategic decision‐making skills, with the ability to lead and implement strategic and operational planning.

4. Demonstrated experience in Human Resources, and Financial and Contract Management
5. Proven ability to manage and administer Board and organisational governance.

6. Demonstrated analytical, problem solving and project management skills to develop and implement policy and programs to achieve the objectives of the Alliance.

7. Excellent interpersonal skills including communication, negotiation, mediation and media skills and the ability to build and foster successful relationships with internal and external stakeholders.

8. Demonstrated capacity to lead, manage and motivate employees and volunteers.

9. High level capacity to work with and raise revenue from government, the corporate and philanthropic sector.

10. Sound business acumen and demonstrated success in managing a medium sized, not for profit organisation.

11. A Current Driver’s License and access to private vehicle.

desirable criteria 

1. Knowledge of the arts industry, funding sources and other arts-based resources and success in arts related management.

2. A sound understanding of the Corporations (Aboriginal and Torres Strait Islander) Act 2006 (CATSI Act).

Guide for job applicants

INTRODUCTION
The suitability of applicants is assessed using a competitive selection process. The corporation is committed to maintaining equity and fairness in recruitment and selection processes and recognises merit as the primary basis for selection. Merit is determined through an assessment of a person’s abilities, qualifications, experience, standard of work performance and qualities relevant to the performance of the duties of the position.
Most vacant positions are advertised in the local and national newspapers.  Some positions may also be advertised in national Aboriginal newspapers. Information in advertisements is necessarily brief, but the important features to note include:

· The ESSENTIAL requirement(s) of the job.  You must demonstrate that you meet each of the essential requirements, or your application must be culled (eliminated).
· The DESIRABLE qualities -demonstrated ability or experience in any or all of these areas will improve your application.
· The DATE by which you must submit the application.  Late applications will generally not be considered unless you have previously contacted the Contact Officer prior to the deadline indicating that you wish to apply and stating valid reason(s) why your application will be late.

· All enquiries regarding the job should be directed to the CONTACT PERSON who can provide more information about the job.
Steps in the process

1. Complete the Application for Employment Form 
2. Address the selection criteria 
3. Compile your resume, setting out your particular skills and attributes.

To enable the Selection Panel to give every consideration to your application you will need to attach details regarding the following areas:
	Claim for position/ addressing the selection criteria
	The applicant job pack lists certain essential criteria, which will be used to assess your application.  It is essential that in your application you address each selection criterion outlining your relevant skills, capabilities, experience and qualifications and using relevant examples from your work or community roles to demonstrate your ability to meet each criterion.  If any criterion is not addressed, or insufficiently addressed, your application may not receive further consideration.

	Additional Information
	Give details of any additional skills, qualifications, interests, activities, or any other matters, which may assist your claim for the position you seek.
You may include:
Languages; short courses; social/sporting interests; computer/technical skills; union membership; driver’s licence; community activities.

	Education
	Give details of any school, university or college qualifications and studies completed or being undertaken relevant to the position. Show the institution, years attended and results.  

	Referees
	Include the names and telephone numbers (during business hours) of at least two (2) referees who can comment on your previous employment.

Referees will be asked to provide information on your past employment and work performance relevant to the selection criteria for this position.

	Current resume

	Provide a current resume which includes your personal particulars, employment experience and relevant qualifications.

You may include any temporary or part-time positions and experience gained in Australia or overseas.  Information should include title of job, name of employer, dates, positions held, functions and responsibilities.


Closing Date

Applications must be received by 11.59pm on the date specified in the advertisement.
4. Recruitment selection process
Interview and Assessment
Interviews and selection are conducted by a panel of at least three people.  The panel usually includes corporation directors (a majority), and independent person(s) (not employed by the corporation).  

The recruitment selection panel will consider an applicant’s abilities in (at least) the following areas:-

· Personal integrity/self-management

· Relationship capability

· Potential to engage with and contribute to the organisation now and in the future

· Alignment with our SWFW values & workplace culture

· Qualifications/training & work history/experience

· Ability to meet the essential and desirable criteria

The most competitive applicants are called for an interview where the panel conducts a more detailed assessment.

If called for an interview, you will be asked questions related to the duties of the position and the advertised selection criteria.  You may also be asked to tell the panel more about particular areas of your application.  You will be able to ask questions about the position and provide the panel with more information to help your application.

If you are requested to attend an interview and you have any special needs (for example, wheelchair access to the building) you should tell the person who contacts you about the interview. Interviews may be conducted by telephone if travel distances make it difficult to arrange face-to-face interviews.

You should be available for an assessment from the advertised closing date. The recruitment selection panel will try to ensure that a minimum of two days notice for an interview is given to short-listed applicants.  Please note that if you are going to be absent from work and/or home at any time within one month following closure of the application period, please note this on your application and, if possible, provide alternative contact details.

The panel discusses which applicant best meets the selection criteria and writes a report which rates the strengths and weaknesses of each applicant.  A recommendation is made to either offer the position to the best applicant or take further action (for example, re-advertise the position).
Employment is subject to
(a) The applicant being an Australian citizen or having the status of permanent resident in Australia.
(b) The applicant providing proof of identity and any other necessary documentation.

(c) A satisfactory Criminal Record check on the prospective applicant.

(d) Confirmation that the prospective applicant is not disqualified from managing Aboriginal  and Torres Strait Islander corporations in accordance with the Aboriginal (Aboriginal and Torres Strait Islander) Act 2006 (CATSI Act).

Feedback 

You will be advised in writing of the result of your application after the selection process is completed, normally within 3 weeks of interviews being conducted.  If you are short-listed, you will be offered the opportunity to receive feedback on your assessment.  All applicants will be advised regarding the success of their application at the completion of the process.  If your application is successful a recruitment selection panel representative will contact you and offer the position to you.

Applicant Job Pack
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