Employee Position Description  

	 Key Position Information

	Job Title: 
Work Health Safety Manager
	Reports To: 
Director, People and Development

	Team Name:
People and Development 
	Division: 
People and Development
	Cost Centre: 


	Work Area: 
Shared Services
	Work Area Code:

	Location: 
Head Office - Kraus

	Enterprise Agreement [EA]
|_| Yes         |X| No
	Name of Enterprise Agreement
Individual Agreement
	Classification [per EA]


	Incumbent:
 
	Job Description
[bookmark: Check10]|_| New         |X| Updated
	Date Updated
May 2025


	Primary Purpose of Role

	The role provides a best practice and strategic WHS approach to JCV’s Executive and line managers to deliver effective WHS management and manage risk. The key focus for the role centres around identifying, monitoring and addressing critical risks to develop and implement a WHS framework that supports and underpins day to day activities across JCV’s business.



	Dimensions

	Direct Reports
0
	Indirect Reports
0
	Budget Financial Responsibility
P&D
	Delegated Financial Authority
0

	Role Balance 

	People – percentage of time getting things done through others
50%
	Scheduling – percentage of time planning, coordinating
25%
	Technical – percentage of time delivering based on knowledge and skills
25%


[image: G:\Fundraising\MARKETING-AND-COMMUNICATIONS\BRANDING\LOGOS\Jewish Care Logos - Final\RASTER\PNG\JWC_logo_Horizontal_tag.png]
	Key Result Area (KRA)
	Key Accountabilities and Responsibilities 
Accountable = “The buck stops here”       Responsible = “The doer”

	Jewish Care Values 
	· Acts consistently in accordance with Jewish Care values, challenge practices inconsistent with these values and uses values as a basis for managing relationships and decision making

	Embed a safety culture into JCV
	· Ensure a safe working environment for all stakeholders in JCV 
· Lead by example to ensure all safety requirements are met
· Provide specialist support, insights and advice to the business
· Integrate WHS into `the way we do things’ in JCV
· Ensure Occupational Health and Safety Management Systems are complied with and all requirements met across JCV
· Develop a safety language and focus in JCV

	WHS Management System Design
	· Lead the establishment and maintenance of a framework for health, safety and security by
· Accessing and interpreting key legislative requirements, standards and codes
· Designing a system to suit JCV’s characteristics and needs, in consultation with the business
· Oversee JCV’s EAP program and staff facilities
· Establish and maintain consultative arrangements 
· WHS Committee attendance and record keeping
· Business arising and actions identified are actioned for reporting to the Committee
· Ensure safe practices around machinery, equipment and materials; premises, including the safety of entrances and exits; systems of work (specifically manual handling, psychological impacts, slips and trips); the work environment

	WHS Management System Audit
	· Evaluate JCV’s WHS and security system
· Conduct audits in JCV facilities to ensure compliance with policies and procedures. Carry out audits on sub-contractors to ensure compliance. Liaise with accreditation auditors and arrange and attend all third party audits
· Complete site audits
· Document audits to identify trends in non-conformance

	WHS Policy and Procedure
	· Develop and articulate WHS policies and procedures in a format readily accessible to all personnel
· Define and allocate WHS responsibilities within relevant position descriptions
· Consult with key personnel to develop fit-for-purpose education and training

	Workplace Inspections
	· Conduct workplace investigations
· Develop and execute corrective action plans to ensure that issues or concerns are appropriately evaluated and resolved

	Incident Investigation
	· Complete incident reports and reviews for dispersal through JCV
· Manage and respond to any incident or accident and follow legislative requirements for notifying and cooperating with WHS regulators

	Hazard Identification
	· Establish and maintain practices for identifying hazards, and assessing and controlling risks
· Evaluate incident and accident reporting, emergency planning and insurer reports for compliance and quality improvement
· Develop procedures for the assessment and control of risks associated with identified hazards
· Take a lead role in controlling risks, including implementing interim or emergency solutions

	Risk Assessment
	· Following JCV’s risk assessment methodology, identify risks and develop plans and strategies to mitigate risks. 
· Report risks through the WHS Committee to the Quality Performance Sub Committee of the Board

	Workers Compensation Claims Management
	· Develop premium reduction strategies and initiatives
· Manage workers compensation and injury management initiatives across the business
· Manage workplace injuries and potential claims to moderate premium impacting claims 
· Take the lead in interactions with JCV’s insurer

	Return to Work Planning
	· Develop RTW plans for injured staff
· Liaise with injured staff on workcover to facilitate their easy return to work
· Liaise with healthcare providers involved to ensure that all necessary arrangements are in place for returning workers

	WHS Training
	· Empirical evidence drives training developed and delivered. The WHS incident and accident reports and claims profiles drive training content and delivery
· Expert training providers are engaged only as required. Otherwise, training is designed and delivered in-house and is developed fit-for-purpose
· Coaching and mentoring of safe work practices if provided on an as-needed basis
· Pre-employment medicals, WHS induction, hand washing and manual handling is provided to new employees before they commence their roles in JCV

	OH&S

	· Be pro-active in caring for the health and safety of all people within our work environment
· Ensure all appropriate actions are taken to implement JCV OH&S policies, procedures, training, and legislative requirements
· Demonstrate initiative in implementing actions that facilitate the continuous improvement of OH&S within JCV

	Key Relationships

	

	Internal


	· Executive, Managers and staff of Jewish Care at all sites and programs
· Colleagues in People & Culture and Service Development 
· GM People & Culture

	External



	· Department of Health
· WorkSafe Victoria
· Workers Compensation agent
· Industry partners



	Values
	

	Commitment to Jewish Care values and philosophy, and capacity to engage with the broader community in demonstrating these values:

	Derech Eretz: Respect 
	[image: ]
	Through client services and program excellence, we treat everyone with consideration and decency and will always act for the good of society.

	Kehilla: 
Community 
	[image: A green and purple circle with white outline icons

Description automatically generated]
	Working together to strengthen our community, to build and support the capacity and resilience of individuals and families.

	Hachlala: 
Inclusion
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Description automatically generated]
	We embrace diversity and work together for a just and equitable society.

	Achrayoot Chevratit:
Social Responsibility
	[image: A green and purple circle with white outline icons

Description automatically generated]
	Behaving ethically, with sensitivity and acting in the best interests of all.



	Role Required CapabilitiesJob description


	Skills
(the technical skills to do the job at a high level of accomplishment)
	Essential:
Proven proficiency in the use and application of Word, Excel and PowerPoint
Well-developed written and verbal communication skills
Ability to negotiate and influence positive outcomes 
Prepared to ‘roll up your sleeves’ to get the job done


	Knowledge & Qualifications
(the specific qualifications required and  knowledge fields are ideally required of the incumbent)
	Essential: 
· Degree in OHS, with extensive working knowledge of OHS standards, Acts and legislation
· Significant experience in a multi-site WHS leadership role, ideally gained in brownfields health sites 
· Excellent understanding of best practice WHS management practices and principles
· Strong advisory, training, stakeholder management and coaching skills
· Exposure to insurers, medical and rehabilitation suppliers
· Ability to influence and drive change at all levels
· Expertise in emergency management

· 

	Experience 
(the scope of work experiences the incumbent ideally should have gained - including environment, timeframe and context)
	Essential:
· Experience in the NFP; health care and or related industry
· Proven ability to work in a complex multidisciplinary organisation
· Experience working autonomously 

	Wisdom
(the sensitive tasks that require good judgement)

	· The ability to balance the needs of the business with the safety of the staff, clients and residents; a ‘common sense’ approach
· Ability to ‘think on your feet’ and provide wisdom in an emergency or challenging situation
· Resilience and determination; prepared to go the ‘extra mile’
· Flexible style and approachable 


	Valuing
(the type of work someone undertaking this role would need to value)
	· An understanding of (or willingness to learn) the specific requirements of the needs of a Jewish Not for Profit organisation
· Willing to attend service education as required 


	Pre-Requisites
	· Australian Police Check
· International Police Check where relevant
· Working with Children Check if required
· Commitment to providing professional and safe services to all residents and clients, including children and young people
· Commitment to creating an environment that ensures our clients are safe and free of abuse, neglect, violence and preventable injury
· Unrestricted right to work in Australia (Visa evidence required)



Employee Acknowledgement

Please sign and date to acknowledge you have read and understood this position description.
Name:					
Signature:
Date:
A signed copy of the position description must be returned to: 
People & Development at 619 St Kilda Road, Melbourne VIC 3004 or P&D@jewishcare.org.au
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Description automatically generated]
	Jewish Care proudly celebrates and warmly welcomes the rich diversity of our community and strives to be inclusive for all, including the LGBTI+ community.

	[image: ][image: ]
	Jewish Care acknowledges Aboriginal and Torres Strait Islanders as the Traditional Custodians of the land on which we live and work. Our services and supports are provided on the lands of the Wurundjeri and Boonwurrung people, and we deeply respect and honour their ongoing cultural and spiritual connection to land, waters and community.
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Description automatically generated]
	Jewish Care is an accredited Safeguarding Children organisation. The welfare and safety of all children and young people is a priority.

	 [image: ]
	Jewish Care is a significant Jewish community organisation which believes in: the right of Israel to exist as a modern and democratic Jewish state; the right of the Israeli people to live within secure borders; and Israel’s continued protection of the rights and freedoms of all its citizens and minority groups.
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