ROYAL SOCIETY FOR THE BLIND
POSITION DESCRIPTION

TITLE:

MANAGER, LOW VISION SERVICES
DIVISION:

LOW VISION SERVICES

APPROVED BY:
EXECUTIVE DIRECTOR

DATE:  03/01/2012
MAIN PURPOSE
Reporting to the Executive Director, this position is responsible for the effective management of the Low Vision Services Division comprising the Low Vision Centre, Adaptive Technology Centre, Employment Services and Child and Youth Services.
The Low Vision Services Division is located at the RSB’s Knapman House at 230 Pirie Street, Adelaide.
LOW VISION CENTRE (LVC)
The Low Vision Centre is usually the first point of contact with the RSB for people diagnosed with a significant vision loss, which will result or is likely to result in legal blindness. People in most cases are referred to the LVC by Optometrists and Ophthalmologists, but also other health professionals..  Clients are assessed and provided with information about their eye condition, as the first step in the support process to enable them to live as independently as possible. They may also be referred to other RSB services as required.
ADAPTIVE TEHNOLOGY CENTRE (ATC)
The Adaptive Technology Centre sources and tests the suitability of a broad range of adaptive and mainstream equipment. They provide assessment, advice and training to clients on equipment (computer enhancement programs, Braille and other specialist items) appropriate to the individual’s needs.  
EMPLOYMENT SERVICES

The Employment Services team is an accredited Disability Employment Service provider assisting job seekers who are blind or vision impaired, to find or retain employment.
CHILD AND YOUTH SERVICES
This area provides dedicated support to clients under the age of 18 years and facilitates a transition to adult services
As a member of the management team, the incumbent also contributes to the strategic management of the organisation.

STAFF:

5   Direct Reports (4 Coordinators and an Administrative    

                                                             Assistant)


         15  Indirect Reports

PRINCIPAL ACCOUNTABILITIES

· To manage the development, introduction and maintenance of high quality client services that meet the needs of people who are blind or vision impaired. 

· To develop, implement, monitor and audit compliance with the Low Vision Services Division’s policies and procedures in line with the RSB’s corporate strategies and other quality measures.

· To ensure that all Low Vision service funding requirements are met, including reports and acquittals to funding bodies

· To participate in the strategic planning process.

· To represent the RSB in a manner that is representative of its brand image, as a high level client- focussed service provider within  the community.

· To manage the Low Vision Services Division’s resources, both personnel and financial.

· To manage the facilities of Knapman House

· To assist with the provision of information to the Marketing and Fundraising Division.

· To undertake independent research as required by the Executive Director.

· To be responsible for specific projects as required by the Executive Director.

DUTIES

SERVICES

· Develop, introduce and monitor the provision and delivery of the various services provided by the Low Vision Services Division.

· Research and review all services on an ongoing basis to ensure that the services provided are the most appropriate and consistent with the RSB’s corporate objectives.

· Identify any gaps in service provision, review and make recommendations to address these as appropriate.

· Manage the development and delivery of Low Vision Services to ensure that it is at the forefront of the industry.

· Liaise and work with other RSB client service areas (Community Services, Digital Information Service and RSB Guide Dog Service) to ensure that the overall delivery of services to clients is promoted and delivered as a seamless service.

· Develop and maintain relationships with Eye Care Professionals, external funding bodies and other related organisations.

· Ensure that services are provided in accordance with RSB’s internal policies and  other statutory requirements.

POLICY

· Develop, implement, monitor and review Low Vision Services Division policies and procedures to ensure quality, efficiency and accountability and to recommend any changes.

· Ensure that any new services or changes to existing services are in accord with the RSB’s Strategic Plan and within budget provision.

· To ensure the RSB’s compliance with The Service Excellence Framework and other quality accreditation requirements.

PLANNING

· Participate in the RSB’s Planning Process.

· Ensure all new and existing services are developed and implemented in accord with the RSB’s corporate direction.

· As part of the RSB’s planning process, develop plans for individual service areas.

· Independently undertake research and prepare reports as required by the Executive Director.

CORPORATE IMAGE

· Ensure the presentation, standards and office facilities of the Low Vision Services Division meet the corporate image at all times.

· Ensure that all staff are aware and adhere to RSB’s expectations for presentation.

RESOURCE MANAGEMENT

· Develop and maintain a positive, efficient and client orientated workforce within the Low Vision Services Division through an on-going program of communication, staff motivation and employee development.

· Implement and maintain effective human resource management within the Low Vision Services Division, including the recruitment, appraisal, training and development of staff and a succession plan.

· Ensure that all human resource management practices within the Low Vision Services Division, including OHS are in accord with legislative and RSB corporate policy and that all Coordinators and staff are aware of, understand and observe such practices.

· Ensure all legal, statutory and Government requirements are complied with within the Low Vision Services Division, including the Disability Service Standards, DEEWR, Service Excellence, ISO 9001 and OHS Standards.

· Prepare and effectively manage revenue, expenditure and capital budgets for the Low Vision Services Division.

· Oversee and control the preparation and distribution of statistical data for the Low Vision Services Division.

· Review monthly reports within the Low Vision Services Division, including service and staff performance indicators. Provide feedback and take corrective action as necessary.

FUNDRAISING AND PUBLIC RELATIONS

· Liase with the Marketing and Fundraising Division to identify opportunities for Public Relations.
· Provide information on a regular basis for incorporation into submissions for Trusts and Foundations.
OTHER

· Develop and maintain relationships with other organisations.

· Undertake other duties as required by the Executive Director.

· Provide monthly and other reports as required to the Executive Director.

ROYAL SOCIETY FOR THE BLIND

PERSON SPECIFICATION

TITLE:

Manager, LOW VISION SERV ICES

DIVISION:

LOW VISION SERVICES

SKILLS REQUIRED

Essential

· Proven management skills including the ability to establish goals and objectives and achieve results within designated timeframes.

· The ability to undertake work of significant scope and complexity and the capacity to prioritise and meet deadlines.

· Experience in formulating, implementing, monitoring and evaluating policies, procedures, projects and programs.

· An ability to effectively coordinate, facilitate and support the change process.

· Proven human resource management skills.

· A high level of communication skills, both written and oral.

· Excellent interpersonal skills and the ability to relate to people at all levels.

· An empathy with persons who are blind or vision impaired.

Desirable
· A Degree in Business, Management or similar relevant to the responsibilities and accountabilities of the position.

· An understanding of accounting principles.

· Proven experience in managing a multi-disciplinary team.

KEY PERFORMANCE INDICATORS

· The services provided by the Low Vision Services Division continue to be developed in a manner that promotes optimum delivery of services to clients at minimal cost.

· The level of client satisfaction for the services is at a level considered satisfactory by senior management.

· All statutory and RSB Policies for personnel management including WorkCover, OHS performance appraisals are complied with.

· The Low vision Services Division operates within its financial budgets.

· Contribute to the RSB obtaining and maintaining its various Quality Accreditations.

· Tasks are completed within tasked time frame.

· All delegated research functions are undertaken and reported in a logical timely and concise manner.

