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POSITION DESCRIPTION
___________________________________________________________________

TITLE:
Change management lead
DIVISION:
program 140 office
APPROVED BY:

EXECUTIVE MANAGER, Strategy, Partnerships & Innovation 

DATE:                         april 2024
MAIN PURPOSE

The Change Management Lead is accountable for leading change management activities within portfolio or program initiatives, this could be within a given program and or through a collection of projects for that program.  
The Change Management Lead will play a key role in ensuring projects (change initiatives) meet objectives on time and on budget by increasing employee adoption and usage. This person will focus on the people side of change – including changes to business processes, systems and technology, job roles and organisation structure.                              
Principal Accountabilities

· Creating and implementing change management strategies and plans that maximise employee adoption and usage and minimise resistance.

· Act as a coach for senior leaders and executives helping them fulfill the role of change sponsor.
· Provide direct support and coaching to frontline leaders and supervisors as they help their direct reports through transitions.

· Support and be actively part of project teams to integrate changes management activities into project plans. 
Duties
· Apply a structured methodology and lead change management activities - Leverage a change management methodology, process, and tools to create a strategy to support adoption of the changes required by a project or initiative.

· Support communication efforts - Enable the design, development, delivery, and management of key communications.

· Assess the change impact - Conduct impact analyses, assess change readiness, and identify key stakeholders.

· Support training efforts - Provide input, document requirements, and support the design and delivery of training programs.
· Create actionable deliverables for the core change management plans: Sponsor Plan, People Manager Plan, Communications Plan, and Training Plan

· Support organizational design and definition of roles and responsibilities.
· Track and report issues.
· Define and measure success metrics and monitor change progress
· Work in partnership with the program team and parallel with Project Managers to ensure optimal adoption and utilisation of change management initiatives/projects. 
Clinical Governance

The workforce comprises all personnel who are employed or contracted, including health practitioners, staff who provide clinical support and staff who have an indirect role in providing support to clients. This includes responsibilities to:

· Prioritise the provision of safe, quality support and services to clients every time.

· Provide support and services in accordance with evidence-based policies, procedures, protocols, and standards.

· Engage in ongoing learning, development and quarterly goal setting to develop and maintain skills and competence to be able to perform roles and responsibilities for clinical quality and safety.

· Speak up and raise concerns, including reporting incidents and risks relating to clinical quality and safety.

· Work to improve the quality and safety of clinical support, participate in improvement activities, and contribute to a culture of respect, safety, transparency, accountability, teamwork, and collaboration.

Organisational Compliance 

· Ensure sound operational knowledge of legislative, regulatory and Code of Conduct requirements including Complaint Handling and Dispute Resolution.

· Ensure that you are aware of, understand and operate in accordance with See Differently’s Human Resource (HR) policies and procedures, including (but not limited to), See Differently Code of Conduct and Resolution of Grievances.

· Ensure a sound knowledge of See Differently quality assurance policies, procedures, products, services, and systems to comply within the authorities and restrictions in relation to the duties of this role. 

· At all times, ensure consumer rights are adhered to in accordance with the National Disability Insurance Scheme Quality and Safeguards and Aged Care Quality Standards and any other relevant service standards and legislation as appropriate.

· Ensure adherence to privacy and confidentiality of information that conform to the requirements of See Differently and the Privacy Act when accessing client details. 

· Undertake other duties as required by your Executive Manager.
Work Health and Safety 
· Ensure you are aware of and comply with all work, health, and safety policies of the organisation relevant to your role.
· Report hazards in the workplace to your manager / coordinator and to make recommendations to management on how to reduce the level of risk.
· Avoiding adversely affecting your own health, safety and welfare or the health, safety, and welfare of any other person through any act or omission at work, or by the consumption of alcohol or drugs.
· Making proper use of available safety procedures, safety devices and personal protective equipment.
· Obey any reasonable instruction from your manager / coordinator aimed at protecting your health and safety whilst at work and carry out your roles and responsibilities as detailed in the relevant health and safety policies and procedures.

· Report all incidents and near misses to your manager / coordinator as soon as possible after the event, either in person or by telephone before submitting an incident report.

PERSON SPECIFICATION

Essential Criteria
· NDIS Worker Orientation Module Certificate.

· DHS Working with Children and Aged Care Sector Employment Screening
· NDIS Worker Screening clearance.
· Experience with and knowledge of change management principles, methodologies, and tools.
· Exceptional communication skills, both written and verbal.
· Excellent active listening skills.
· Ability to clearly articulate messages to a variety of audiences.
· Ability to establish and maintain strong relationships.
· Problem solving and root-cause identification skills and ability to manage change resistance.
· Ability to influence and provide direction and guidance to a variety of stakeholders.
· Experience with large-scale organizational change efforts.
Desirable Criteria

· Prosci Change Management Certification
· Solid understanding of the ADKAR model
KEY PERFORMANCE INDICATORS                                    
· Employee Engagement
· Achievement of ADKAR milestones in line with project schedule
· Adoption and usage rates of new processes and systems
· Training completion rates
· Retention / attrition rates

As the incumbent of this position, I confirm I have read this Position Description and understand its content and agree to work in accordance with the requirements of the position.

Employee Name: _______________________________

Employee Signature _____________________________ Date: _______________

Manager's Name: _______________________________

Manager's Signature____________________________ Date: ________________
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