
 

Position Description  
  

Position Title Program Manager, Carer KaFE (Kinship and Foster Care Education) 

Organisation Foster Care Association of Victoria (FCAV) 

Responsible Department  Children, Families, Communities and Disability Division, Department of Health and 

Human Services 

Employment Status Fixed Term, full time (Contract) 12 months FTE 1.0 

Salary Range FT package $101,803 - $106,066 

Position reports to Chief Executive Officer, Foster Care Association of Victoria 

Location  FCAV, Collingwood 

Position Contact Samantha Hauge, 9416 4292 

 

Acknowledgement of Country 

The Carer KaFE Governing Reference Group (GRG) members and Carer KaFE program team proudly acknowledges 
Victorian Aboriginal people as the First Peoples and Traditional Owners and custodians of the land and waters on 
which we rely. We celebrate that Australia is rich in living Aboriginal culture, based on values of reciprocity and 
respect for Elders and Country. We pay our respects to ancestors of this country, Elders, knowledge holders and 
leaders – past, present and emerging. 

 

ABOUT Carer KaFE 

In 2016 the Victorian Government invested $1.59 million in Carer KaFE for 18 months. As part of the 2018-19 budget 

announcement Carer KaFE has been allocated additional funding for a period of three years.  

Carer KaFE (Kinship and Foster Care Education), is an initiative developed to provide a combined kinship and foster 

carer training strategy. Carer KaFE provides a structure and logic to the learning progression and options for kinship 

and foster carers. It supports the development of statutory kinship, foster and Aboriginal carers in order to enable 

them to provide the best possible care to vulnerable children and young people. 

It also aims to improve the retention of foster carers and to ensure that foster carers and kinship carers receive the 

support, knowledge and skills they need to meet the needs of the children for whom they care.  Carer KaFE has 

provided face to face training, online learning, podcasts, an online training calendar, regular newsletters, yarning 

circles, camps and support groups to 1000s of carers. www.carerkafe.org.au 

Carer KaFE is committed to the Victorian Government’s Aboriginal self- determination and self-management, as 

outlined in the vision of Wungurilwil Gapgapduir – the Aboriginal Children and Families Agreement and reflected in 

commitments made in the Carer KaFE Aboriginal strategy. 

 

http://www.carerkafe.org.au/


 

Carer KaFE Objectives and Goals 

The program provides for greater oversight and expert input into the design and selection of training for kinship, 
foster and Aboriginal carers. It also builds on accredited training provided to foster carers and also recognises the 
different context, needs and characteristics of kinship, foster and Aboriginal carers. 

Carer KaFE aims to: 

• increase the reported skill level of carers across Victoria 

• support carers in the management of children with specific needs  

• support Aboriginal carers and carers of Aboriginal children 

• Support all carers and the children and young people in their care, to further their knowledge and 
understanding of Aboriginal culture  

• increase the sense of satisfaction in the caring role reported by carers 

• provide a learning progression for carers 

• offer training that meets the varying needs of both kinship and foster carers 

• provide accessible training options including e-learning and distance learning opportunities 

• deliver face-to-face training to a wide range of geographical locations 

• support agencies to link their carers into available training 

• support Aboriginal self-determination through program governance, development and delivery structures 

• develop processes for agencies and carers to know how to communicate an arising need for a training 
module 
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GOVERNING REFERENCE GROUP (GRG) MEMBERSHIP  

 Centre for Excellence in Child and Family Welfare 

 Department of Health and Human Services – Children, Families, Communities and Disability Division 

 Kinship Care Victoria 

 Foster Care Association of Victoria 

Department of Health and Human Services 
Out of Home Care Unit 

Carer KaFE Governing Reference Group 
(Strategic oversight) 

 

Chief Executive Officer  
Foster Care Association of 

Victoria 
(Administrative oversight) 

Program Manager 
Carer KaFE 



 

 Victorian Aboriginal Child Care Agency 

 Victorian Aboriginal Children and Young People’s Alliance 

 

Strategic Reporting to the GRG  

The Program Manager will report directly to the GRG on matters relating to the strategic direction of Carer KaFE. 

This includes, but is not limited too: 

 Financial proposals and transactions 

 Training proposals and ideas 

 Developmental needs of carers 

 Strategic, long term planning for Carer KaFE  

 Embedding the Aboriginal strategy into all knowledge and skills programs. 

 Promotion of Carer KaFE 

 Accredited training 

 Outcomes of monitoring and evaluations 

 Governance arrangements 

 

Administrative Reporting to the CEO of FCAV 

The Program Manager will report directly to the CEO of FCAV on matters relating to the adminstration of Carer KaFE. 

This includes, but is not limited too: 

 Project resourcing 

 Time management and deliverables 

 Budget management 

 Performance management 

 

ROLE PURPOSE 

Working as part of a small team, the purpose of this role is to lead the delivery of Carer KaFE training through 
innovation, enthusiasm and action.  

 

KEY ACCOUNTABILITIES KEY ACTIVITIES 

Scoping and planning • Develop annual project plans including, workplans, timelines, risk management 
strategies, marketing plans and resource requirements ensuring all areas reflect the 
approved project plan 

• Undertake regular analysis and evaluation of outcomes and associated procedures. 

Program and project 
delivery 

• Manage the development of the carer training program, ensuring inclusion of the 
Aboriginal strategy across all streams as per the approved project plan 

• Liaise with Agencies to ensure a variety of training opportuntiies are available to carers 
in a wide range of geographical locations 

 Employ a common sense approach to all areas of program delivery 

• Implement policies and procedures to support marketing Carer KaFE as described in 
the approved marketing plan 

 Reviewing, revising procedures and training to enhance quality as required 

 Implement technological advancements approved by the GRG and develop training 
manuals for staff. 



 

Reporting • Prepare monthly / quarterly reports on the program’s progress  

• Produce program or project reports and provide advice to enable effective decision 
making by the Governing Reference Group 

• Report upon performance standards such as timelines, budgets, quality of 
outcomes/outputs 

Aboriginal strategy  Embed the Aboriginal stratgegy across all areas of Carer KaFE training 

 Consider self-determination and self-management principles in all facets of Carer KaFE 

 Provide a culturally safe environment  for employees, carers and the children and 
young people in their care. 

Stakeholder 
management 

• Liaise with Agencies and Host organisations to manage delivery of Carer KaFE training 

• Consult with internal and external stakeholders to inform research, analysis and 
project delivery 

 Develop processes and procedures for efficient management of stakeholders and 
stakeholder services 

Financial Management  Develop the programs budget, allocating available funds across the four cost centres; 
staffing, Program costs, Research and Development, Training delivery, meeting set 
KPI’s   

 Develop projected forecasts for the program, involing all asssociated costings and 
training devleopment 

 Track committed and uncommitted funds, maximising all available funding in any 
given financial year , meeting set KPIs. 

Staff Management  Develop professional development opportnuties for Carer KaFE staff 

 Provide performance measures and regularly meet with staff to provide feedback 

 Provide staff with work programs including timeframes and KPIs  

 

REQUIRED CAPABILITIES  

Knowledge & Skills  Capability Description 

Program and Project 
Management 

• Consults, liaises with and influences key stakeholders 

• Ensures project objectives and KPIs are met 

• Monitors performance against objectives and manages project risks and issues 

• Produces detailed project plans where objectives are clearly defined and action 
steps for achieving them are clearly specified 

 Produces reports whch clear indentify the programs progress, risks and actions 

Stakeholder Management • Finds innovative solutions to resolve stakeholder issues 

• Identifies and responds to stakeholder's underlying needs 

• Well developed verbal communication skills 

Aboriginal self-determination 
and self-management 

 Understanding of Victorian Government’s commitment to Aboriginal self 
determination and self management 

 Embeds Aboriginal cultural awareness in all skills and knowledge training 

 Creates a culturally safe environment for employees 

 Provides guidance to training providers and hosts on how to approach the 
development of a culturally safe training environment for carers and children and 
young people in their care 



 

Written Communication • Communicates to ensure the information necessary to achieve a purpose is clear 
and concise and contains all relevant material. 

 Maintains a high level of computer literacy skills across the microsoft office  suite. 

• Develops clear proactive proposals for training options to be considered by the 
GRG 

• Prepares emails and reports using clear, concise and grammatically correct 
language 

Specialist Expertise for 
'Program & Project 
Management' 

• A highly developed level of business accumen and fiscal accountability 

 Enthusiast and willing to present innovative ideas for consideration by the GRG 
on all facets of Carer KaFE 

• Capacity to interpret data, analyse and report  

Personal Qualities Capability Description 

 • Deals with concepts and complexity comfortably 

• Has creative ideas and can project how these can link to innovations 

• Uses analytical and conceptual skills to reason through problems 

 

Desirable Experience 

•     Knowledge of the Home Based care system 

 Experience in coordinating a training program  

 Financial accountability and reporting 

 Knowledge and understanding of Aboriginal self-determination, self management and cultural awareness and 
safety. 

 

QUALIFICATIONS 

•     Desirable : Tertiary qualification in a relevant discipline 

 

KEY SELECTION CRITERIA 

Criteria 1 : 'Program and Project Management' as detailed in the Required Capabilities section above 

Criteria 2 : 'Stakeholder Management' as detailed in the Required Capabilities section above 

Criteria 3: ‘Aboriginal self-determination and self-management’ as detailed in the Required Capabilities section 
above 

Criteria 4 : 'Written Communication' as detailed in the Required Capabilities section above 

Criteria 5 : 'Specialist Expertise for Program & Project Management' as detailed in the Required Capabilities section 
above 

Criteria 6 : ‘Conceptual and Analytical Ability’ as detailed in the Personal Qualities Capabilities section above 

      

 


