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POSITION DESCRIPTION
	TITLE :       Production Manager

	OBJECTIVES OF POSITION
The Production Manager is responsible for providing leadership and operational management of the program of services relating to breeding and puppy development, Guide Dog and Assistance Dog training programs.




KEY RELATIONSHIPS
· This position reports to Group Manager, Guide Dog Services

· Reporting to this position are the Puppy Raising Coordinator, Puppy Raising Advisor and Guide Dog Mobility Instructors and Cadets when working within the production area.
· This position works closely with Program Manager, Guide Dog Services
POSITION DETAILS

	1.  Customer/Client Services 

· Allocate and manage case loads.

· Management of the breeding and puppy raising program.
· Create key performance indicators and monitor puppy program performance.
· Establish and maintain breeding relationships with interstate and international guide dog schools

· Liaise with appropriate veterinary services in order to provide care and support to the puppy raising and breeding program

· In collaboration with the Program Manager, select guide dog stock and match clients with dogs.

· Provide 24 hour emergency support services to clients, volunteers and members of the public in the area of puppy and training dog emergencies.


	KPI’s
· Demonstrate successful management of related programs to ensure service requirements are met and maintained within allocated budget.

· Feedback and successful management of related programs and evidence that service requirements are met and maintained.

· Feedback received that external relationships are effective to support related programs.

· Evidence exists of business plans developed and implemented to grow and enhance the range of services provided.


	2.  Systems and Processes

· Ensure records and statistical databases are accurately maintained.  
· Contribute to the development of the Strategic Plan and translate the Strategic Plan into Operational Business Plans.
· Contribute to annual budget preparations relevant to specific span of control

· Review, develop and implement processes and practices to meet emerging management and service delivery needs




	KPI’s
· Development and implementation of Business Plans

· Evidence of contribution to the annual budget preparation within agreed timeframes

· Accurate reports of statistical data are prepared for management and the Board


	3.  Performance Management, Improvement and Evaluation
· In collaboration with Group Manager, Guide Dog Services, ensure that a long term vision for Guide Dog Services is developed and that the necessary business plans are implemented to grow and enhance the range of services provided.
· Ensure that the services provided and resources used are high quality, professional and comply with relevant legislation, IGDF standards, policies and guidelines.

· Prepare reports, information, statistical analysis and advice as required. 

· Initiate and be actively involved in continuous improvement initiatives.

· Seek learning opportunities and develop and maintain own professional development portfolio of learning and experience.

· Facilitate personal and professional development of reporting staff.



	KPI’s
· Ensure programs are regularly evaluated and updated.
· Reports are prepared accurately and provide relevant information within agreed timeframes.

· Demonstrate an active involvement in organisational commitments related to continuous improvement initiatives.

· Demonstrate professional development practice.
· Staff confirm that opportunities are provided for skill and professional development


	4.  Leadership & People 
· Lead, inspire, coach and mentor staff so that they recognise they are essential players to achieving business growth.  
· Attract, engage and retain skilled staff to deliver high performance.
· Set clear, measurable individual objectives and hold people accountable for these.

· Ensure a strong communication link between staff and management related to required information.

· Ensure support is accessible for employees to identify and resolve issues affecting them.

· Work in partnership with the People and Culture Manager to develop workforce planning strategies which facilitate attraction and retention of staff.

· Role model positive leadership behaviours which promote effective working relationships both internally and externally.

· Contribute to specific change management strategies based on sound business rationale and an understanding of the organisational culture.
· Accept responsibility for own and other’s safety in the workplace and take appropriate remedial action when hazards are observed. 



	KPI’s

· Team achievements indicate that effective leadership is applied.

· Acceptance of responsibility for and active involvement in a range of human resources functions (eg workforce planning, recruitment, performance management).
· Commitment to the development of staff and regular coaching is provided which inspires individuals to excel.

· Is recognised as role model for safety in the workplace 


PERSONAL CRITERIA

Experience and Knowledge

· Guide Dog Mobility Instructor qualification – essential

· Holds an unencumbered Australian Drivers Licence – essential
· Successful management experience, particularly with the development and delivery of outcome focussed services – highly desirable
· Experience with the supervision of staff - desirable
· Knowledge of the operations of a small to medium guide dog school

· Knowledge and understanding of guide dog practices and principles

Personal Capabilities
· Highly self-motivated with the ability to establish credibility and gain the confidence of a wide range of people from diverse backgrounds – essential.
· Advanced verbal and written communication skills.

· Ability to prioritise workload and meet set timelines.

· Ability to be creative, innovative and flexible and readily accommodate change.

· Advanced analytical, problem solving, and decision making skills with an ability to explore new and innovative ways to do business using creative solutions.

Core Leadership/Behavioural Capabilities

· Strategic Direction:  Generates and considers options for actions to achieve long-term organisational goals including cost; benefits; risks; timing; buy-in; legal and ethical constraints.  
· Change Leadership:  Acts as a change leader to communicate the vision and future direction of the organisation and assist individuals to overcome resistance to change.

· Commercial Awareness:  Demonstrates a range of capabilities in areas such as commercial awareness, financial competence and business performance reporting to ensure sound decision making.

· Customer Service:  Builds effective relationships with a range of key stakeholders and works successfully with diverse groups.
· Team Development: Collaboratively works with team members to encourage and motivate team performance and looks for opportunities to reinforce, reward and celebrate achievements.   

· Positive Disposition:  Models professionalism, adopts high ethical and professional standards, commands attention and respect, and instils confidence needed to succeed; builds trust among team members.

· Self-Awareness:  Understands own strengths and weaknesses as well as impact on others; is open to feedback from others.

· Personal Health and Well-Being:  Exhibits a personal energy to achieve success, balances work priorities with personal life so that neither is neglected; maintains healthy lifestyle.
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Guide Dogs Association of SA.NT Inc Values and Employee’s Personal Contribution Criteria

 [Our Values are converted into the following behaviours which are assessed on an ongoing informal basis, and formally through the Performance & Development Review process]
ACHIEVEMENT

Delivering outcomes

· Delivering our services to the highest possible standard

· Delivering results that have value for customers

· Delivering on time as promised

· Recognising and celebrating achievements

· Holding ourselves accountable.
COLLABORATION

Actively engaging with others
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Working together to achieve our goals

· Working in partnership with other teams

· Seeking the input of others in matters that impact them

· Sharing our expertise and knowledge freely

· Actively listening to others.
INTEGRITY 
Ethical, honest and respectful

· Respecting the uniqueness of individuals

· Transparent in our communication

· Acting in the best interests of customers

· Doing what we say we will do

· Non-judgemental in our dealings with others.
FUN

Playing our part in making this an energetic and enjoyable place for ourselves and others

· Showing enthusiasm for what we do

· Balancing life and work

· Contributing to a vibrant working environment

· Supporting and encouraging one another

· Creating opportunities for celebration and camaraderie.
INNOVATION

Forward thinking

· Open to new ideas

· Solutions-focused

· Taking responsibility for developing ourselves

· Proactively seeking new ways to create value for customers and the organisation

· Continually looking for ways to improve our services.

