
 
 

 
Boarding House Outreach Service (BHOS)  
Team Leader 
Position Description 
 
 
 
 
 

Position title BHOS Team Leader 

Responsible to  Manager Client Service Delivery 

Direct Reports BHOS Case Managers 

Status Full Time 

Hours of Work 35 hours per week 

Award: Social, Community, Home Care and Disability Services Industry 
(SCHADS) Award 2010 

Classification: SCHADS Level 6 

Performance Management: 6 months’ probation 

Last Updated: 14 January 2021 

 

Purpose 

To support people residing in general Boarding Houses (BH) who are at risk of homelessness, people 
who are experiencing homelessness seeking BH accommodation and people transitioning from BHs’ 
to more secure or appropriate accommodation. 

The team leader role is to support and assist a team of case managers in achieving the project’s 
goals: including ensuring a client-centered, trauma informed, culturally sensitive approach; 
developing good working relationships with partner agencies and the appropriate reporting and 
documentation of Boarding House Outreach Service (BHOS) activities.  

The role also supports the Client Services Manager in the overall development and implementation 
of Homelessness service-related activities within NNC. 

 



Context in which the role operates 

Newtown Neighbourhood Centre (NNC) is a not-for-profit organisation working across the inner 
western suburbs of Sydney.  NNC provides specialist services for people who are at risk of 
homelessness and social isolation, particularly those who are living in Boarding Houses, and those 
who may be ageing, living with disabilities and socially isolated.  
 
NNC’s Community Strengthening team aims to connect families, individuals and whole of community 
to information and referrals, providing effective assessment including early identification of 
vulnerabilities. NNC also puts on social and cultural events which celebrate the unique creative vibe 
of Newtown.  In all that we do, NNC is committed to the values of social justice and belonging.  We 
want to create a more vibrant, connected and equitable community. 
 

Emphasis and impact of the role 

The role provides leadership which ensures consistent and high standards in NNC service delivery. It 
is a key role in the coordination of client-focused services, programs and activities. The specific 
responsibilities are to: 

• Ensure quality, client-centered collaborative casework and project work with all clients.  
• Supervise and support Case Managers to ensure they carry out their duties as per their 

position descriptions, funding and legal agreements. 
• Mange client intake and allocation processes 
• Ensure the development and maintenance of partnerships and good working relationships 

with relevant stakeholders, including service promotion. 
• Maintain a safe working environment for all NNC staff, volunteers and clients. 
• Work with the Client Services manager to ensure the appropriate service development of 

the Boarding House Outreach Service and other Homelessness service activities 
• Contract compliance activities with DCJ and other funding agencies 
• Attend and represent NNC at meetings/forums as needed. 

 

Key Accountabilities 

 
Key 
Accountability 
Areas 

Task of this role Performance Indicators 
How will success be measured 

1.Management 

 

Ensure NNC WHS requirements are 
implemented and reported on. 

Ensure that all funding, contractual and 
legal obligations are met. 

 

Assist in the development of Annual Work 
Plans and ensure they are adhered to. 

WHS Policies and Procedures are 
adhered to.  

Contractual and grant obligations are 
met. Acquittals and reporting 
obligations are made in a timely 
manner.  

Annual work plans are developed in 
line with NNC strategic plan.  



Ensure appropriate documentation and 
recording of management information 
including client records, Boarding House 
property data bases and stakeholder 
information 

Good quality records and databases 
are maintained 

 

 

2. Service 
Delivery 

Ensure that the service delivers meaningful 
outcomes that represent an improvement 
in the living conditions and social 
integration of clients.  

 

Ensure that services and activities are 
client focused, culturally sensitive and 
strive to meet the individual needs of the 
residents.  

 

Services are regularly monitored to ensure 
service user satisfaction and to improve 
service delivery  

 

Ensure that services and activities are 
carried out in an efficient, effective and 
appropriate manner. 

 

Improved security of tenure for 
clients (including re-housing and 
relocation).  Clients are more engaged 
in their community.  

 

Support plans and risk assessments in 
place. Client outcomes focus on 
housing, wellbeing, employment and 
community connection 

 

Clients are treated with respect and 
dignity and are provided 
opportunities to be involved in 
planning, implementing and 
evaluating services and activities. 

 

Team members feel supported to 
carry out role with access to 
supervision and professional 
development activities. 

3.Administration Monitor, maintain and review all relevant 
budgets, expenditure, revenue and 
financial reports of the responsible 
projects. 

 

Adequate client records are kept and 
appropriate 

 

Ensure the economic, efficient and 
effective use of resources. All staff 
expenditure is authorised and appropriate. 

Program is operating within budget 
limitations. 

 

CIMS reports and validates reports 
submitted as required 

 

Adequate processes and procedures 
are in place to ensure accountability 
and transparency   



4. Staff Support 
and Supervision 

Manage and support program staff and 
ensure they carry out their duties as per their 
position descriptions, work plans, policy and 
procedures and funding agreements. 

 

Supervise students and volunteers on 
placement 

100% of all staff who directly report to 
Team Leader have performance and 
development plans and receive regular 
supervision. 

All staff follow NNC Policy and 
Procedures, and follow best practice 
guidelines appropriate to case work 

Evidence of effective professional 
working relationships with staff, 
students and volunteers  

Maintains up to date knowledge on 
developments within the service and the 
sector 

 
5. Partnerships and 
Stakeholder 
Engagement 

Develop partnerships to improve outcomes 
for residents of boarding houses and 
homeless people. Including partnerships with 
Boarding House operators and managers, 
local government officers, NGO’s 

Maintain partnerships with other relevant 
stakeholders 

Evidence of healthy working 
relationships with other stakeholders. 

 

 

Increased knowledge base of 
stakeholders 

 
 6. Team leadership  Foster a collaborative and open team 

environment, which is focused on 
quality outcomes for clients  

 
 

The role ensures that all service delivery staff 
have the necessary knowledge, skills and 
attributes to deliver quality services which 
achieve outcomes for our clients.   

 
 

High levels of trust and collaboration 
within the team as evidenced in staff 
satisfaction survey and 360-degree 
feedback 
 
Highly regarded team both internally 
and externally 
 

7. Quality outcomes Put systems in place to measure and 
monitor the outcomes being achieved 
through all NNC programs in area of 
responsibility 
 

All programs are delivering quality 
outcomes for the relevant clients 
Client outcomes are being tracked 
and reported using Results Based 
Accountability (RBA) framework 
 

 
 
 



WHS Accountabilities – All NNC Staff 

1. Comply with all workplace health and safety responsibilities relevant to the role in accordance 
with NNC’s WHS management system 

2. Fulfil all work health and safety responsibilities and accountabilities as prescribed in the WHS 
management system 

3. Contribute towards all work health and safety goals, objectives and key performance indicators 
4. Maintain a healthy and safe work environment 
5. Undertake all WHS training requirements for your position 
6. Comply with any WHS policies, procedures and reasonable instructions 

 
WHS Accountabilities – Specific to this NNC role 

 
Managers and Team Leaders have responsibility for: 
• ensuring NNC’s WHS procedures are effectively implemented 
• providing the necessary information, training and appropriate supervision to workers to enable 

them to understand and follow safe working procedures 
• managing WHS issues on a day to day basis 
• conducting workplace inspections on a regular basis and implementing corrective actions 
• identifying, assessing and controlling hazards 
• reviewing risk assessments and controls 
• investigating and reporting on all incidents and accidents so that corrective action is promptly 

implemented 
• supporting rehabilitation and return to work programs for individual employees 
• consulting with workers on work health and safety issues 
• consulting, co-operating and co-ordinating activities with all other persons who have a work 

health or safety duty in relation to the same matter, so far as is reasonably practicable. 
 
Selection Criteria: 
 

ESSENTIAL 

1. Commitment to the values of Newtown Neighbourhood Centre 
2. Experience in developing and fostering good practice case management models 
3. Experience in developing and supporting staff members 
4. Strong interpersonal and written communication skills 
5. Understanding of Cultural Safety issues  
6. Experience implementing an outcomes framework (such as Results Based Accountability) 
7. Knowledge of WHS, EEO and Anti-Discrimination legislation 
8. Skills in developing strategic, collaborative and impactful partnerships  
9. Tertiary qualifications in Social Work, Psychology or similar field or equivalent experience 
10. Ability to organize and prioritise workload  
11. A valid NSW Driver’s License  



Declaration 

 

I have read this position description, understand its contents and agree to work in accordance with 
the requirements of the position. I understand and accept that I must comply with the Policies and 
Procedures of Newtown Neighbourhood Centre. 

 
 

  

Employee’s Name  

  

Employee’s Signature Date 

  

Chief Executive Officer Date 

 


