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Position Description 

POSITION TITLE Diversity & Inclusion Officer 

DIRECTORATE/SERVICE/PROGRAM  Policy & Planning / Quality & Risk 

REPORTS TO Manager Quality & Risk 

DIRECT REPORTS Nil 

CLASSIFICATION: 

BCYF Enterprise Agreement 2019 
SCHCADS Award Level 6 

EMPLOYMENT TYPE: 

Full Time Fixed Term 

LOCATION: 

Geelong 

 

ORGANISATIONAL OVERVIEW 

Barwon Child Youth & Family’s (BCYF) vision is for ‘a community where people are safe, connected and 
empowered to live well.’ 

BCYF is an independent, not-for-profit community service organisation that provides, delivers and develops 
services, where the need exists, that advance the rights and well-being of children, young people and their 
families.  

BCYF has a breadth of services ranging from prevention and early intervention, to complex care, which are 
delivered via a significant client services platform. BCYF is also the parent company of its subsidiary ‘BAYSA’, 
a registered housing provider of a range of accommodation and community support programs.  

Governed by a Board of Directors and supported by an experienced leadership team, BCYF employs more 
than 300 staff and is committed to achieving its strategic priorities of service excellence, social impact and 
organisational sustainability. BCYF is committed to providing a safe and friendly environment for children and 
young people.  

BCYF is an equal opportunity employer and encourage individuals of diverse backgrounds including but not 
limited to those from Aboriginal and Torres Strait Islander, Culturally and Linguistically Diverse communities 
or applicants with a lived experience of disability to apply. Reasonable adjustments will be made for people 
with disabilities where operationally viable. 

POSITION PURPOSE 

Reporting to the Manager, Quality & Risk, the Diversity & Inclusion Officer will play a key role in developing 
and implementing BCYF’s Diversity & Inclusion Roadmap and supporting the work of the Diversity & Inclusion 
domain of the BCYF Quality Governance Framework.  

The position sits within the Quality & Risk Team, which aims to support BCYF to deliver safe, effective, 
connected and person-centred services to our clients, through high quality governance and continuous quality 
improvement. The key objectives of this role are to: 

 Support the Operation of the Diversity & Inclusion Strategy & Governance Committee and 
implement the BCYF Diversity & Inclusion Blueprint.  

 Deliver expert advice on Diversity & Inclusion matters, embedding best practice in Diversity & 
Inclusion across BCYF. 

 Improve BCYF’s capability to attract, support and retain people with a disability, Aboriginal and 
Torres Strait Islanders, people from Culturally and Linguistically diverse backgrounds and people 
who identify as /or LGBTQI individuals. 

 Work with the Communications, Marketing and Events team and Service Delivery Programs to 
support BCYF’s annual calendar of events relating to Diversity & Inclusion. 

 Support BCYF to further develop its Quality Governance Framework, including ongoing 
development and implementation of systems and processes to support Diversity & Inclusion. 

 Support BCYF and relevant staff to understand and comply with relevant quality standards, 

legislation and regulations as they relate to Diversity & Inclusion. 
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KEY ACCOUNTABILITIES & DUTIES 

 

Key Accountabilities & Duties Measurable Outcomes 

General Accountabilities & Duties 

 Support the Operation of the Diversity & 
Inclusion Strategy & Governance Committee 
and implement the BCYF Diversity & Inclusion 
Blueprint.  

 Lead the work of the Diversity & Inclusion 
Strategy and Governance Committee, providing 
professional leadership and support to the 
Diversity & Inclusion Representatives to enact 
their responsibilities within respective programs. 

 Support BCYF to further develop its Quality 
Governance Framework, including ongoing 
development and implementation of systems 
and processes to support Diversity & Inclusion. 

 Lead implementation of the BCYF Diversity & 
Inclusion Audit and action plan and provide 
management, Client Services Quality and Board 
reports as required 

 Collaborate and engage with key internal and 
external stakeholders to ensure effective 
implementation, monitoring, measurement and 
reporting of quality, risk and compliance 
activities across BCYF. 

 

 Diversity & Inclusion Roadmap and Action Plan 

implemented to ensure continuous improvement  

 BCYF staff supported to understand and 

contribute to achievement of Diversity & 

Inclusion activities. 

 Relationships established and maintained with 

key staff across all Divisions of BCYF and with 

relevant external stakeholders.  

 Relevant Diversity & Inclusion data analysed, 

reported, and utilised to inform 

practice/improvements across BCYF. 

 

Diversity & Inclusion Employment Support 

 Through the implementation of the BCYF 
Diversity & Inclusion Roadmap, improve 
BCYF’s capability to attract, support and retain 
people with a disability, Aboriginal and Torres 
Strait Islander people, people from Culturally 
and Linguistically diverse communities, and 
people from LGBTIQ communities.  

 Provide active support to Program Managers 
and People and Culture to identify roles 
suitable for targeted disability employment, 
plan reasonable adjustments to Position 
Descriptions, support ‘reasonable adjustments’ 
to the recruitment process, and orientation for 
new starters and their teams (over and above 
usual onboarding). 

 

 Staff are engaged and supported in the 

development or modification of roles as required 

to support Diversity & Inclusion employment 

initiatives.  

 Employ 6 people with a disability through Gen U 

at a minimum of 0.2FTE at SCHCADS Level 2 or 

above, depending on role, skills, and capacities. 

 Lead the development of disability employment 

target and time frame that progresses toward 

20% of the EC team identifying as a person with 

disability by July 2023. 

Developing organisational capability and 
culture in Diversity & Inclusion 

 Provide leadership and expert consultation to 
support all staff, embedding best practice and 
developing culture around Diversity & Inclusion 
across BCYF. 

 With support from BCYF’s Learning & 
Development Team, commission, design, 
deliver, and evaluate Diversity & Inclusion 
training across BCYF   

 Work with the CME team and Service Delivery 
Programs to support BCYF’s annual calendar of 
events celebrating Diversity & Inclusion. 

 

 Key stakeholders within BCYF are supported to 

understand Diversity & Inclusion responsibilities. 

 Staff engaged and supported in the development 

and implementation of Diversity & Inclusion 

policies and procedures. 

 Diversity & Inclusion Training is reviewed and 

refined according to organisational needs and 

completed by all staff and relevant workplace 

participants (students, volunteers etc.) 
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 Support investigations where matters of 
Diversity & Inclusion are root causes or 
contributing factors in accordance with relevant 
legislative, contractual and policy requirements. 

 Work with the Client Voice and Service delivery 
teams to support client participation from 
Diverse communities.  

 Work with the Research teams to support client 
participation from Diverse communities in 
research.  

 Investigations are appropriate to the incident 

reported and completed within required 

timeframes.  

 BCYF celebrates Diversity and Inclusion events 

reflecting our five key priority groups. 

 BCYF research, services and client voice 

initiatives are inclusive and accessible. 

 

Compliance & Risk Management 

 Establish appropriate policy and procedure 

framework, develop and lead best practice and 

implementation of Diversity & Inclusion 

initiatives across BCYF. 

 Support BCYF’s compliance system, including 
monitoring and reporting changes to legislative 
requirements relating to Diversity & Inclusion. 

 Support BCYF’s risk management system, 
including monitoring, reporting changes, and 
supporting relevant staff to undertake risk 
management in line with BCYF policies. 

 Support BCYF and relevant staff to understand 
and comply with relevant quality standards, 
legislation, and regulations as they relate to 
Diversity & Inclusion. 

 Support BCYF to achieve external 
accreditation against relevant industry quality 
standards.  

 Prepare and analyse incident data relating to 
Diversity & Inclusion, identifying themes, 
trends, and recommendations for continuous 
improvement. 

 

 Document risks relating to Diversity & Inclusion 

matters and support risk management and 

mitigation processes 

 Staff are supported in the identification and 

analysis of risks, determining existing controls 

and where necessary to implement appropriate 

risk treatments. 

 Policies and procedures meet organisational 

needs and legislative requirements.  

 Diversity & Inclusion Data are Reports are timely 

and well evidenced, and prepared, analysed and 

reported in line with Quality Governance 

Framework. 

Organisational Accountabilities & Duties 

 Other reasonable duties as directed 

 Active involvement in the application of BCYF’s 
quality governance framework 

 Comply with the standards of a child safe 
organisation in both practice and culture 

 Active involvement in professional 
development to build theoretical knowledge 
and practice capability 

 

 Demonstrated participation in continuous quality 

improvement and risk management activities 

 Adherence with Child Safe Standards. 

 Demonstrated participation in professional 

development activities. 

 

KEY STAKEHOLDERS 

Establish and maintain relationships with a range of internal and external stakeholders including BCYF 
leadership and staff, DFFH, and relevant external partners. 

 

 

ORGANISATIONAL VALUES & BEHAVIOURS 

Our Values Expected Behaviours 

INTEGRITY 

I am respectful, 

accountable and 

 I treat others with respect.  

 I demonstrate resilience and contribute to a positive workplace culture. 

 I reflect on my actions and practices and respond to constructive feedback. 
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professional 
 

 I ensure that the organisational values and behaviours are reflected in my 
work. 

 I build strong professional relationships with colleagues, clients and partners 

COMMITMENT 

I am dedicated to 

achieving positive 

outcomes 

 I seek continuous improvement and solution based practises and outcomes. 

 I accept the accountabilities associated with my role and performance.  

 I embrace new ideas, methods and systems.  

 I take pride in my work and contribute to positive change. 

 I adapt when required and am flexible to changes in my role. 

INCLUSION  

I involve colleagues, 

clients and partners in my 

work 

 I engage and listen to clients and their families in planning and decision 
making. 

 I embrace opportunities to participate in organisational development. 

 I collaborate positively within my team and across the organisation. 

 I share my knowledge, achievements and learnings both internally and 
externally. 

 I recognise the strength that diversity brings to our workforce and community. 

 

OHS RESPONSIBILITIES 

The Board of Directors and Executive Management Team recognise the moral and legal responsibilities in 
providing a working environment for its employees, volunteers, contractors, visitors, the general public and 
those whom we serve (our clients), that is safe and healthy. 

BCYF promotes a safety culture throughout the organisation that ensures that every employee actively 
participates in the health and wellbeing of themselves and their co-workers. All employees are expected to 
embrace this culture in line with the values of the organisation. All staff are expected to be aware of and 
participate in their duty of care in the workplace as outlined in induction and organisational policies. 

 

PHYSICAL REQUIREMENTS & ENVIRONMENTAL CONDITIONS OF THE ROLE 

The following table identifies the physical and psychological work environment characteristics that are 
inherent requirements of the role. Where possible, BCYF will make reasonable adjustments to enable 
individuals with disabilities to perform the essential functions of their roles.  
 

A signed pre-existing condition declaration form is required to be completed prior to commencement. 

Required activities / working environment  Frequency 

Computer based tasks, sedentary position, office based Often 

Repetitive manual tasks Rarely 

Driving, in & out of vehicles Rarely 

Walking, climbing stairs, bending Sometimes 

Working alone or at a co-located site Sometimes 

Confrontational/confronting situations 

(Due to the nature of our work there may be times when staff are exposed 
to behaviour, language and/or situations that can be confronting) 

Sometimes 

Working outside in differing weather conditions Rarely 

Attending external locations including client homes Rarely 
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KEY SELECTION CRITERIA 

 
Essential 

 Relevant tertiary qualification in a relevant discipline including Quality & Risk, Community Services, 

Allied Health, or other related field. 

 Demonstrated experience in leading and implementing Diversity & Inclusion initiatives within the 

health, disability, or human services sectors. 

 Demonstrated knowledge and understanding of best practice and quality standards, legislation and 

regulatory requirements relating to Diversity & Inclusion 

 Well-developed interpersonal skills and the ability to work collaboratively and build strong 

relationships with key internal and external stakeholders and local organisations. 

 Proven experience working with stakeholders from a range of backgrounds and experiences to drive 

change, build commitment, and to facilitate decision-making. 

 Demonstrated analytical and problem-solving skills with a proven ability to use initiative, investigate 

issues, collect, and analyse data and make recommendations on quality improvement solutions. 

 High level decision making and demonstrated ability to work independently in a changing 

environment managing multiple priorities and deadlines. 

 Evidence of the ability to influence decision-making and best practice through both oral and written 

communication. 

 Understanding of the purpose and expectations of the Victorian Child Safe Standards and 

demonstrated commitment to contributing to a child safe organisation in both practice and culture. 

Desirable  

 People with a lived experience of disability, Aboriginal and Torres Strait Islander people, people from 

Culturally and Linguistically Diverse communities and people from LGBTIQ communities are 

encouraged to apply. 

 Experience working with vulnerable clients who have experienced trauma and abuse. 

 Willingness to undertake further study relevant to changes within the role. 

 Experience in RiskMan system  

EMPLOYMENT CONDITIONS 

Employees are required to read, understand and comply with all BCYF policies, procedures and reasonable direction, 
whilst demonstrating professional workplace behaviours in accordance with the BCYF’s Code of Conduct. 

BCYF is committed to being a safe and friendly organisation for children and young people and therefore require all 
employees to undergo and maintain a range of satisfactory checks as a condition of employment. These include: 

 Working with Children Check 

 National Police Check 

 International Police Check (if required) 

 

 

POSITION DESCRIPTION ACKNOWLEDGEMENT  

I have read, understood and agree to comply with the above position description. 

Employee Signature:  Date:  

 

 

 

 

 

 

 


