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	Position Description

	Position Title:
	Area Manager

	Reports To:
	Regional Manager

	Responsible For:
	Assistant Area Manager
Service Managers

	Service/Group:
	Community Probation & Psychological Services

	Location:
	Area Office

	Date:
	July 2007


	Purpose of Position


To provide effective leadership and management of service delivery across the Area through effective management of people and resources to achieve the Departmental outcomes of protecting the public and reducing re-offending. 

	Functional Relationships


Internal:
Other Area Managers
Managers Programme Delivery
Principal Psychologists

Service Managers


Support Services Manager


Senior Probation Officers and Probation Officers


Senior Community Work Supervisors


Community Work Supervisors


Administration Support


Prison Services

NZ Parole Board


Regional office staff
Head Office managers and staff 
External: 
Judges and Court Managers


NZ Police


Other Government Departments


Iwi


Community Groups and Sponsors


Safer Community Councils


Service Providers

	Location within the Service 
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	Key Accountabilities


Lead the Area team in the delivery of an effective and culturally responsive service across the Area

· Develop and implement an area plan that is aligned with the national strategic plan.  Ensure that Service Centres business plans are developed and that they support and are consistent with the Area and Region business plans.

· Ensure the provision of services to appropriate quality standards and statutory obligations, including victim interests.  Delivery of services is prioritised to high risk offenders.
· Ensure that services delivered in the Area are culturally responsive and that there is cultural capability in the area.  Promote the role and involvement of Area Māori networks in decision-making and consultation.

· Identify and implement Area initiatives that support the Māori and Pacific Strategic Plans. 

· Ensure Area-wide compliance with all policies and procedures in the operations manual and that adequate processes are in place to update staff of changes to operational policy and procedures, as released in circulars, in a timely and effective manner.

· Ensure service delivery identifies and responds to rehabilitation and reintegrative targets including making of referrals and monitoring compliance with programmes.

· Ensure effective management of contracts with community based programme or residential programme providers.

Effectively manage and mitigate Area risks

· Ensure all high risk and high profile offenders to be managed according to criteria, including:

-
ensuring there is an effective cross-service approach to pre-release planning, 

-
effective information sharing, and 

-
appropriate use of the incident reporting system.

· Ensure effective operation of the Quality Assurance System, and that appropriate steps are taken to identify, report and respond to issues identified via the QAS.

· Collect, analyse and use all available information to ensure issues, risks and trends are appropriately identified and monitored in accordance with the Department’s risk management framework. Make appropriate decisions to address these issues and to improve the quality of service.  

· Ensure that issues and risks are appropriately escalated to Regional Managers, following analysis and the development of potential solutions. 

· Implement recommendations of Quality Improvement reviews, Internal Audits and other incident reviews / investigations and demonstrate implementation.

· Actively follow up and address practice issues arising from incident reports and ensure timely information and reporting on incidents and reviews.

Manage Area resources

· Manage the Area staff, assets and operational budget.

· Oversee planning and reporting requirements for the Area, ensuring an effective communication flow between staff and regional/head office.
· Manage allocated resources, ensuring property projects are identified and developed according to need and in line with national policies and parameters. 

· Ensure Service Managers have the appropriate resources to address any deficits in performance.
Change management and contribution to service direction
· Advocate and implement any amendments to process resulting from new initiatives and changes to Government policy.
· Identify any implementation issues during change processes and develop plans to ensure that the Department’s strategic direction is incorporated into work practices.
· Contribute to planning the Service’s strategy and direction, and contribute to policy development.

· Ensure that staff are kept informed of changes to policy and organisational direction. 

· Lead and support new and innovative approaches to service delivery, practice and management. 

· Provide constructive input and comment on new initiatives as part of Service wide, departmental or public sector wide projects.

Develop and manage relationships that reflect a Departmental approach to offender management and promote the Department’s goals
· Effectively manage local relationships across the Department for integrated service delivery and externally to the Department with the judiciary, community providers, iwi, and other community representatives.

· Establish, develop and maintain effective community, local media and external agencies contacts.

· Effectively manage Area-based relationships with relevant core Government agencies.

· Encourage and enable the Area management team to recognise and involve community groups and agencies in the development and implementation of offender management systems and initiatives as appropriate.

· Negotiate Community Programme contracts to national standards and the funding plan.

· Oversee the management and resolution of complaints. 
· Build and maintain inter Area and regional relationships to maximise use of existing resources.

Manage the Area management team
· Manage Area management team performance through regular performance planning, appraisal and coaching.
· Build and maintain an effective management team that operates collegially while individuals accept responsibility for their own work.

· Develop and foster an environment that encourages innovation and learning.
· Encourage opportunities for staff across the Department to work together to improve offender management.
· Maintain an employee relations environment that facilitates continuous improvement, meets organisational goals and is consistent with being a good employer.

· Ensure health and safety issues and risks in the Area are effectively managed and that appropriate health and safety management systems are in place at all sites..
· Ensure that professional supervision is available to all Probation Officers. 

· Manage the administration of conditions of employment and human resource policies as contained in the various collective employment agreements and the Human Resources Manual.
· Work with the Regional Human Resources Advisor to identify HR risks and develop/implement appropriate mitigating strategies across the Area.

Job Description and Scope of Duties

To perform such other duties as can reasonably be regarded as incidental to the job description, and such other duties reasonably within the job holder’s experience and capabilities as may be from time to time assigned after consultation.

Department of Corrections

	Person Specification


Technical Competencies

· Appropriate professional qualification and demonstrated professional leadership in a relevant area.

· Knowledge of the corrections and justice environment within New Zealand.

Strategic Thinking

· Identify and respond to the need for change.

· Encourage staff to identify opportunities for improvement and the means of doing so.

· Establish clear goals for the future development of area of responsibility.

· Align business plans with corporate vision and goals.

· Involve staff in the development of reality based, but challenging, business plans that address corporate goals and are supported by appropriate resource levels.

Leadership and Communication

· Encourage teamwork and co-operation between staff.

· Encourage co-operation with other teams within CPPS and the Department.

· Question and challenge the efficiency and effectiveness of current work policies, processes and systems.

· Share information, ideas and experience with manager, peers and staff.

· Written communication is clear, concise and logical.

Decision-making and Problem-solving

· Reach well reasoned decisions, supported by available information and consistent with previous decisions.

· Respond to the views of others and obtain support for decisions wherever possible.

· Accept responsibility for problem-solving and for developing workable solutions.
Staff Management

· Set and communicate clear expectations and standards for staff.

· Provide regular constructive feedback to all staff in a manner that assists staff development.

· Take appropriate action to reward good performance and to confront and resolve poor performance.

· Provide and encourage opportunities for staff development and training, including coaching and mentoring staff.

· Encourage staff to accept challenges and opportunities to work on different projects.

· Promote a positive attitude towards change.

· Listen to staff concerns and identify avenues for addressing issues raised.

Commitment and Self-management

· Identify opportunities and accept responsibility for making things happen.

· Undertake additional tasks which are not formally part of role.

· Focus on task at hand without losing track of priorities.

· Plan and organise activities rather than react to situations as they arise.

· Accept responsibility for own development, including seek feedback from others on own performance.

· Maintain a balance between work and personal life.

Supporting Organisational Values

· Endorse and support the Department’s goals and values.

· Act fairly and impartially in all dealings with staff and service providers.

· Act with integrity at all times.

· Demonstrate an awareness and ability to apply the principles of the Treaty of Waitangi.

· Proactively identify opportunities to improve service delivery.

· Adjust to changing demands and requirements.

· Promote EEO policy to staff.

Other Requirements

Must hold a current drivers license.
Regional Managers x3 


(one per region)





Area Managers x12 


(4 per region)





Principal Psychologists





Programme Delivery Manager





Executive Assistant





Service Managers





Administration Officers





Assistant Area Manager (large regions only)











Support Services Managers











Probation Officers / 


Senior Probation Officers








Senior Community Work Supervisors








Community Work Supervisors
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