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POSITION DESCRIPTION
POSITION TITLE 
Chief Executive Officer (CEO)
DEPARTMENT
Corporate
LOCATION
Toowoomba + travel to service locations as required
EMPLOYER
Kath Dickson Family Centre Limited 
VISION AND PURPOSE 
Supporting children to become the best versions of themselves.
Our Values.
1. We are Caring
2. We are Trustworthy
3. We are Inclusive 
4. We are Accountable 
5. We strive for Excellence 
AWARD
Kath Dickson Family Centre Enterprise Agreement 2021
POSITION OBJECTIVES 	Comment by Shelley Burchett: Just a note that there is no mention in this PD of performance review process - is it annual? by the board? by the chair? is it tucked in a contract somewhere? No probation or notice periods, is this tucked in a contract, is it different for a CEO, should it be called out in here?	Comment by Elleh Radke: Notice periods are built into the contracts and performance reviews is covered in our HR manual. 
The Chief Executive Officer reports to the Board of Directors for the overall leadership, strategic direction, operational performance and sustainability of Kath Dickson Family Centre. The Board Chair is the principle point of contact for day-to-day matters.	Comment by Shelley Burchett: Reports to the Board of Directors, with the Board Chair as the principal point of contact for day-to-day matters.
The CEO leads the organisation to deliver its vision, purpose and strategic priorities, while ensuring the effective day-to-day functioning of the business through strong leadership, sound governance support, financial stewardship, risk management, child safety, people leadership and stakeholder engagement.
The CEO is responsible for ensuring the organisation works as one integrated whole, with clear priorities, aligned leaders, effective systems, timely decision-making and consistent delivery of safe, high-quality outcomes for children, families, educators, staff and communities.


KEY RESPONSIBILITIES AND DUTIES
Duties include, but are not limited to the following:  
Strategic Leadership & Organisational Direction 
· Lead and communicate the organisation’s vision, purpose, values and strategic direction.
· Work with the Board and leadership team to develop, maintain and implement the strategic plan and aligned annual priorities.
· Ensure the organisation’s strategy is clearly translated into practical, measurable priorities, with clear ownership, timeframes and accountability.
· Maintain focus on both long-term direction and short-to-medium term execution so the organisation remains sustainable, relevant and effective.
· Monitor the external environment, including sector trends, community need, legislation, regulation, workforce challenges, funding opportunities and emerging risks, and translate these into strategic advice and action.
· Identify opportunities for improvement, innovation, growth and service development in alignment with the organisation’s vision and capability.
Executive Leadership & Organisational Integration
· Provide strong executive leadership across the organisation to ensure all departments, teams and services operate in an aligned, coordinated and accountable way. 	Comment by Sue Sheppard: The Operational Manager PD uses ; "departments". Good to be consistent	Comment by Elleh Radke: Thanks for picking that up. I have been trying to change the terminology to 'department' as we work through the PD's
· Build, lead and support an effective senior executive leadership team with clarity of roles, shared accountability and constructive collaboration. 
· Ensure organisational priorities are integrated across departments and translated into practical plans, actions and outcomes. 
· Establish and maintain effective planning, reporting, meeting and decision-making rhythms that support accountability, timely follow-through and continuous improvement. 
· Ensure organisational structures, leadership accountabilities and delegated responsibilities are current, understood and fit for purpose. 
· Address organisational barriers, cross-functional issues and performance concerns in a timely, fair and effective manner. 
· Foster a culture in which issues are identified early, discussed openly and resolved constructively.
Governance, Board Support & Reporting
· Support the Board of Directors to fulfil its governance responsibilities through high-quality advice, timely reporting and implementation of Board decisions. 
· Maintain a transparent, professional and productive working relationship with the Board Chair. 
· Prepare and present accurate, timely and strategically relevant Board papers, reports and briefings. 
· Ensure the Board is informed of significant operational matters, emerging risks, incidents, compliance issues and strategic opportunities. 
· Coordinate the preparation of the Annual Report and Annual General Meeting requirements within relevant timeframes. 
· Ensure matters requiring Board consideration are escalated appropriately and that Board resolutions are implemented effectively across the organisation.
Financial & Resource Management
· Work with the Finance Manager and relevant leaders to develop the annual budget for Board approval. 
· Ensure the organisation operates within approved budgets, delegations and financial controls. 
· Oversee financial sustainability, resource allocation, forecasting and stewardship to support current operations and long-term viability. 
· Ensure sound internal controls, audit readiness and financial compliance across the organisation. 
· Oversee audit processes and ensure audit findings, recommendations and actions are addressed appropriately. 
· Support the Board with financial insight and advice to inform sound decision-making.
Risk, Compliance & Safeguarding
· Ensure effective systems are in place to identify, monitor and manage organisational risk, including strategic, operational, financial, legal, reputational, cyber, workforce, safeguarding and WHS risks. 
· Ensure the organisation's statutory, regulatory, contractual, funding and reporting obligations are met accurately and by their due dates, supported by a compliance obligations register that is maintained and reported to the Board at least quarterly. 
· Maintain the organisation's licences to operate - charity registration, approved provider status and service approvals under the Education and Care Services National Law, and registration as a registered training organisation — including continuing to operate in accordance with its charitable purpose, and notify the Board immediately of any matter placing any of them at risk.
· Hold non-delegable accountability to the Board for the safety and wellbeing of every child in the organisation's care, and ensure a child safe framework aligned to the National Principles for Child Safe Organisations is implemented and maintained across all services, including family day care educator residences. 
· Ensure every allegation, disclosure or concern relating to the safety of a child is recorded, responded to and reported to the relevant authority within required timeframes, regardless of who is the subject of it, and report immediately to the Board Chair any matter involving a member of the leadership team. 
· Provide the Board with a child safety report at each meeting covering matters raised, action taken, timeliness of response and emerging themes, presented without filtering for reputational impact.
· Provide executive oversight of incident and critical incident management, including response, reporting, regulator engagement, communication, review and organisational learning. 
· Ensure reporting, records, decisions, approvals and documentation are accurate, complete and maintained in accordance with legislative, regulatory and organisational requirements.
· Ensure organisational policies, procedures and internal controls are current, implemented and regularly reviewed. 
· Promote proactive risk management and accountability at all levels of the organisation. 
People, Culture & Leadership Capability
· Model values-led leadership and promote a culture of care, inclusion, accountability, trust and excellence. 
· Lead and support leadership team to build capability, maintain performance standards and create healthy, collaborative and effective teams. 
· Oversee frameworks for recruitment, onboarding, leadership development, performance management, succession planning and workforce capability. 
· Ensure leadership continuity and workforce planning for critical roles. 
· Address employee relations and people matters at the appropriate level, including matters escalated to the CEO.
Stakeholder Relationships, Partnerships & Reputation
· Act as the principal organisational representative in relationships with government, funders, regulators, partners, community stakeholders, sector bodies and other key external parties. 
· Build and maintain strong, credible and constructive relationships that enhance the organisation’s reputation, sustainability and impact. 
· Identify and develop partnership, advocacy, funding and growth opportunities that align with organisational strategy and community need. 
· Oversee the management of significant complaints escalated to the CEO and ensure responses are timely, fair, well-documented and informed by continuous improvement. 
· Protect and strengthen the organisation’s reputation through consistent leadership, strong communication and sound decision-making.
Work Health and Safety	Comment by Shelley Burchett [2]: I have adjusted these to reflect the CEO level responsibilities not just worker. 

I have moved this up into key responsibilities and duties.
Officer due diligence
The Chief Executive Officer is an officer for the purposes of the Work Health and Safety Act 2011 (Qld) and must exercise due diligence to ensure Kath Dickson Family Centre complies with its work health and safety duties. This obligation attaches personally to the role and cannot be delegated. It requires the Chief Executive Officer to:
· Acquire and keep up to date knowledge of work health and safety matters, including the organisation's obligations under work health and safety legislation, regulations and relevant codes of practice.
· Maintain an understanding of the nature of the organisation's operations and the hazards and risks associated with them, including family day care delivered in educator residences and work carried out away from KDFC premises.
· Ensure the organisation has available, and uses, appropriate resources and processes to eliminate or minimise risks to the health and safety of workers and other persons, including children, families, students, volunteers and visitors, so far as is reasonably practicable.
· Ensure the organisation has, and uses, processes for receiving and considering information about incidents, hazards and risks, and for responding to that information in a timely way.
· Ensure the organisation has, and implements, processes for complying with its duties and obligations under work health and safety legislation.
· Verify that those resources and processes are in fact provided and used — including satisfying themselves that incident investigations are completed, that corrective actions are implemented, and that those actions are effective — rather than relying on assurance that they will be.
· Ensure psychological health and psychosocial hazards, including workload, exposure to distressing disclosures, occupational violence, bullying and sexual harassment, are identified, assessed and controlled on the same footing as physical hazards.
Responsibilities as a worker
· Comply with work health and safety legislation and KDFC work health and safety policies and procedures.
· Take reasonable care for their own health and safety, and for the health and safety of others affected by their acts or omissions.
Training and Ongoing Professional Development	Comment by Shelley Burchett [2]: I have moved this up into key responsibilities and duties - only applicable at CEO level. 
· Maintain contemporary executive, leadership, governance and organisational management capability relevant to the sector, legislative environment and operating model. 
· Attend appropriate leadership, governance and professional development activities as agreed with the Board. 
· Undertake ongoing learning to maintain knowledge of relevant legislation, compliance obligations, sector developments and best practice across the functions led by this role.


REQUIRED KNOWLEDGE AND SKILLS FOR THIS ROLE
To be successful in this role, it is important that you demonstrate to us the following skills, knowledge and/or abilities:
· Demonstrated senior executive leadership capability, with the ability to set direction, align teams and drive organisational performance. 
· Strong strategic thinking and planning capability, with the ability to translate strategy into practical action and measurable outcomes. 
· Proven ability to lead a complex organisation through change, growth, challenge and continuous improvement. 
· Strong governance and risk management capability, including experience supporting a Board and working within delegated authority. 	Comment by Shelley Burchett: Is there an approved delegated authority schedule?	Comment by Elleh Radke: Yes however it does need updating 
· Sound financial acumen, including budgeting, resource management, financial oversight and sustainability planning. 
· Strong leadership skills, including the ability to build capability, hold accountability, manage performance and foster collaboration. 
· High-level communication, consultation and relationship-building skills across diverse internal and external stakeholder groups. 
· Strong judgement, resilience, integrity and the ability to navigate complexity with clarity and professionalism. 
· Strong understanding of compliance, safeguarding, risk and quality requirements in a regulated service environment. 
· Competence in Microsoft Office and ability to use organisational systems and reporting tools effectively.
MINIMUM REQUIREMENTS 
Essential qualifications / licences (minimum):
· Management/Business Degree (or equivalent senior executive experience).
· Minimum four years’ experience in similar position 	Comment by Sue Sheppard: Given the knowledge and skills required, especially in leading change management, should this be 5 years (or maybe 4)?
· Current Working with Children Check: Blue Card.
· Current driver’s licence and ability to travel to sites (as required).
Desirable:
· AICD course completion.	Comment by Shelley Burchett: Should this be time bound - e.g. 12 months after engagement? Is it required for future CEOs?	Comment by Elleh Radke: It is under desirable. If we put a timeframe around it should it be under essentials?
OTHER DUTIES
To undertake a variety of tasks, both skilled and semi-skilled, or carry out other tasks, which are not specifically within your traditional role, provided the task is within your core skill competencies and legal requirements.
ORGANISATIONAL RESPONSIBILITIES
The organisation responsibilities of this position are outlined in the ‘HR Policies and Procedures’ provided separately to this position description.
ORGANISATIONAL RELATIONSHIPS	Comment by Sue Sheppard: List Operational Manager and other direct reports (unless that is not future proofed)?	Comment by Elleh Radke: Direct reports are Operational Manager, Finance Manager and Marketing Manager. Do we want to list the direct reports? 	Comment by Sue Sheppard: I would like to know the reports if I was applying but I don't feel strongly about it 
Reports to: Board of Directors	
Internal Contacts: KDFC Leaders, all employees
External Contacts: Government, funders, auditors, sector bodies, community stakeholders, key suppliers and partners
Refer to KDFC Accountability Chart for direct reports.


KEY PERFORMANCE INDICATORS	Comment by Shelley Burchett: For me there are too many KPIs and they aren't measurable, I would be more comfortable with a handful of KPIs agreed by the board. 

E.g. At least 80% of the strategic priorities approved by the board are completed by their target milestone dates, with quarterly progress reports tabled at each board meeting. Any priority slipping more than one quarter behind schedule is escalated to the board with a recovery plan.	Comment by Elleh Radke: Happy for the board to come up with a list of measurables. 	Comment by Sue Sheppard: I agree with Shelley's comment. As with the Operational Manager role, I would integrate any  items in this section which are not already adequately reflected in the duties section into that section
1. Strategic delivery
At least 80% of Board-approved annual priorities and quarterly Rocks are completed by their target milestone dates, with a quarterly progress report tabled at the applicable Board meeting.
Escalation: any priority slipping more than one quarter behind schedule is escalated to the Board with a recovery plan.
2. Financial result and liquidity
Full-year operating result at or better than the Board-approved budget. Current Assets ratio at or greater than 1.5. Solvency ratio 20% or greater. 	Comment by Shelley Burchett: Current Assets / Current Liabilities 
An organisation is considered liquid when Current Assets exceed Current Liabilities i.e. the ratio 
is greater than 1:1. (AICD recommend greater than 1.5, IPWEA policy recommends =>2.0) 	Comment by Shelley Burchett: Solvency Ratio 
Solvency ratio helps us assess a company’s ability to meet its long-term financial obligations. 
Solvency Ratio = (Net Income + Depreciation) / All Liabilities (Short-term + Long-term Liabilities)
It comprises the entity’s current cash flow, while the denominator is made up of its liabilities. 
It is regarded as a reliable indicator whether a company’s cash flow is adequate to pay its total liabilities. A high solvency ratio shows that a company can remain financially stable in the long term. 
A company is generally considered financially strong if it achieves a solvency ratio exceeding 
20%. 
Escalation: a forecast full-year operating result adverse to budget by more than $50,000 is reported to the Board at its next meeting with a recovery plan. Any ratio falling below its threshold, or forecast to do so within the following quarter, is notified to the Board Chair within two business days and reported to the Board with the corrective action proposed.
3. Child safety and regulatory compliance
100% of reportable matters notified to the regulator within statutory timeframes. 100% of statutory and funding lodgements completed by due date. National Quality Standard ratings maintained or improved at every service.
Escalation: any notifiable incident that KDFC is notified that “further action is required” and any notifications to the Reportable Conduct Scheme is reported to the Board Chair within 24 hours; any missed statutory lodgement or regulator notice is reported to the Board at its next meeting.
4. Work health and safety
No notifiable incident arises from a hazard previously reported and not actioned. 100% of incident investigations completed within 30 days with corrective actions verified as implemented and effective. 
Escalation: any notifiable incident, enforcement notice or regulator visit is reported to the Board Chair immediately; any corrective action overdue by more than 30 days is reported to the Board.
5. Workforce stability and continuity
Staff happiness at or above 8. Voluntary turnover at or below 10% annually. 
Escalation: resignation or extended absence of a leadership team member is notified to the Board Chair within two business days.	Comment by Shelley Burchett [2]: This will potentially change, but for the time being is appropriate.	Comment by Shelley Burchett [2]: Elleh + Deb, please work out a number and place here.	Comment by Debby Mogg: The industry average is approximately 30% staff turnover, but I think we should aim for half that or less so between 10 and 15 % I believe would be very doable. Happy for it to be closer to 10% though. 	Comment by Elleh Radke: @Debby Mogg @Shelley Burchett
Voluntary Resignations for the last few FY's. 
2023-24 FY = 25%
2024-25 FY = 11%
2025-26 FY = 14%
6. Board reporting quality
100% of Board packs circulated at least 5 business days before the meeting, internally consistent, with no variance between a document presented as approved and the version the Board resolved on. 100% of Board resolutions actioned or status-reported by the following meeting.
Escalation: a pack circulated late or incomplete is accompanied by written notice to the Board Chair explaining the cause.
BEHAVIOURAL REQUIREMENTS 
· Demonstrates integrity, honesty, professionalism and sound judgement - leads by example and lives the values of KDFC. 
· Approachable and respectful - communicates clearly, listens actively and handles sensitive matters with discretion. 
· Decisive and accountable - balances optimism with pragmatism and makes informed, timely decisions. 
· Collaborative and supportive - builds strong relationships, works effectively with others and resolves conflict constructively. 
· Resilient and adaptable - leads through complexity, manages competing priorities and responds calmly under pressure.


PHYSICAL REQUIREMENTS 
At Kath Dickson Family Centre, we take our obligation to keep you safe seriously. Listed below are the inherent physical requirements of the role. If you believe you may require reasonable adjustments to perform the inherent requirements of the role, you are encouraged to discuss this with us.
· Daily and frequent use of a computer, phone and other office equipment. 
· Capacity to undertake deskbound and meeting-based work for extended periods, with reasonable movement throughout the day. 
· Travel to sites, meetings and other work-related locations as required, including occasional regional travel. 
· Capacity to attend meetings outside standard business hours where required, including Board, AGM or stakeholder-related meetings.
DECLARATION 
I understand Kath Dickson Family Centre is relying on information provided to us by any Resume and other documentation provided during the recruitment process. I certify that I have read this Position Description and have the core skills to carry out these duties contained herein.
Employee Name: 	
Employee Signature: 	 Date: _____/_____/______
Board Chair Signature: 	 Date: _____/_____/______
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