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POSITION DESCRIPTION
	Role: 
	Governance and Reporting Coordinator

	Banding:
	

	Department
	People & Risk

	Business Unit:
	 Quality, Risk, Governance and Safety

	Reporting To:
	Manager Quality, Risk, Governance and Safety

	Position(s) Under 
Direct Supervision: 
	Nil



	ORGANISATIONAL PURPOSE
Creating inclusive communities for people of all abilities.

	VISION 
To understand connect, and partner with the community to enable customers to achieve their aspirations.

	VALUES
· Customer focus – delivering high-quality, person-centred support
· Continuous improvement – always looking for better ways
· Collaboration – working together to achieve outcomes
· Professionalism & accountability – acting with integrity



1. About the Role 

The Governance & Reporting Coordinator is responsible for ensuring governance oversight is meaningful, timely and decision enabling, providing leaders with clarity rather than volume.

The role supports Rocky Bay’s governance, reporting and information frameworks to enable confident oversight, early escalation of material issues, and sustained regulatory and audit readiness. 

It also leads disciplined policy and document control practices, strengthens portfolio reporting and insights, and supports effective committee governance across the organisation.

2. Why Join Rocky Bay? 

At Rocky Bay, you will:
· Contribute to an organisation dedicated to creating inclusive communities for people of all abilities.
· Play a key role in shaping governance, reporting and document control frameworks that support confident decision-making and strong organisational oversight.
· Work across services and corporate functions to turn complex information into practical insight, assurance and improvement.
· Help strengthen audit readiness, regulatory confidence and governance maturity in a role with visible organisational impact.
· Be part of a values-driven organisation that prioritises customer focus, continuous improvement, collaboration, professionalism and accountability.
ROLE PURPOSE
The Governance (Policy & Reporting Lead is responsible for ensuring governance oversight is meaningful, timely and decision‑enabling, providing leaders with clarity rather than volume.
Acting as the integration and translation layer across the QRGS system, the role turns operational, quality, risk, safeguarding, WHS and compliance data into executive insight, to provide assurance and regulator-ready evidence.

This role ensures Rocky Bay’s governance, reporting and information frameworks enable confident oversight, early escalation of material issues, and sustained regulatory and audit readiness.


Key Deliverables 

1. Policy & Quality Documents 
Ensure that all quality documents including, but not limited to, policies, procedures, manuals, guidelines, forms, standard operating procedures and terms of reference are managed in accordance with the established governance and document control framework. 
Support the development, implementation, review and evaluation of quality documents across the organisation, consulting with Document owners and subject matter experts as required. 
Coordinate document development activity across services and corporate functions to establish and maintain quality documents as the single source of truth, applying the principles of consolidation, consistency, simplicity, practicality and inclusiveness. 
Promote adoption of digital (soft‑copy) documentation in preference to hard‑copy, except where hard copy is required for business continuity or critical operational purposes. 
Assist with the development, maintenance and periodic review of business continuity documentation to ensure currency, accessibility and audit readiness.
Establish and maintain a scalable quality document management approach that enables organisational growth and the introduction of new services with minimal need for additional or duplicate documentation. 
Act as the key administrator for the Controlled Documents Library, ensuring version control, accessibility, review tracking and timely updates. 
Maintain awareness of relevant legislative changes, regulatory requirements and operational directives, ensuring these are assessed and incorporated into quality documentation and governance artefacts as required.
1. Portfolio Reporting & Insights
Assist in establishing, embedding and continuously improving the reporting framework across the organisation, aligned to governance, risk, quality and assurance requirements. 
Ensure the purpose, audience and decision value of all reporting is clearly defined, with reporting designed to inform action, escalation and assurance rather than volume. 
Produce and coordinate reports in line with agreed governance cadence and timeframes, ensuring accuracy, clarity, consistency and relevance. 
Contribute to the translation of operational, quality, risk, safeguarding and WHS data into integrated insights that support Executive decision‑making, Board assurance and regulatory confidence.

2. Governance
Perform the secretariat function for identified Committees in accordance with the approved Terms of Reference, including agenda coordination, paper management, minute taking, decision logging and action tracking. 
Provide Committee reporting as required, including document review status, legislative impacts, governance issues and emerging risks. 
Support effective operation of governance forums by ensuring clarity of decisions, accountability for actions and visibility of follow‑up and outcomes.
Act proactively to increase and maintain compliance with relevant legislation, standards and regulations to minimise risk and protect organisational reputation.
Support compliance with organisational data management requirements to uphold security and integrity of customer and workforce data.
Carry out duties in accordance with the organisation’s policies, procedures and guidelines.
KEY RESULT AREAS
· Policy & Controlled Documents: Ensure controlled, current and accessible documents supporting consistency, compliance and audit readiness. 
· Governance & Compliance: Support effective governance processes supporting oversight, accountability and regulatory compliance. 
· Reporting & Insights:  Produce timely, meaningful reporting that supports decision-making, assurance and escalation.
· Service Reliability: Shift from reactive compliance to proactive, high-reliability service delivery.
· Stakeholder Engagement: Support strong partnerships across operations, governance, and support functions.
· Child Safe Practices: Actively support and promote child safe principles, ensuring safe environments and practices are embedded.
· Continuous Improvement Culture: Increased organisational capability and engagement in quality improvement practices.

EXPERIENCE & SKILLS 
Essential
· Demonstrated experience in governance coordination (committees), action tracking and document control in a regulated environment.
· Strong reporting skills: producing clear dashboards and packs from multiple data sources, with high attention to detail.
· Ability to manage deadlines and confidential documentation.
· Understanding of privacy and information governance requirements for handling sensitive customer and corporate information.
· Strong stakeholder engagement skills and ability to coordinate across multidisciplinary teams.
· Proactive and flexible approach to changing priorities.
· Knowledge of document management and governance best practice, including policy lifecycle principles and Policy 101 fundamentals.
· High competency with Microsoft 365, SharePoint and PowerBi.

Highly Regarded
· Experience in disability, healthcare, or community services sectors.
· Experience with NDIS Practice Standards and audit processes.
· Qualification in quality, governance, or related discipline.

3. QUALIFICATIONS & CERTIFICATIONS 
· Relevant qualification in business administration, governance, compliance or equivalent experience.
· NDIS Workers Screening Check.  
· WA Working with Children Check. 
· Current WA Driver’s Licence.

1. AGILITY STATEMENT
This Position Description is not exhaustive and may evolve in line with organisational needs.
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