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Location/s Support Services 

Reporting to Head of Practice 

Direct Reports Nil 

Level  Band B 

Date Updated January 2018 

 

About the Role  
The purpose of this position is to provide support to Relationships Australia Queensland’s (RAQ) Head of Practice, 

specifically focused on supervision and evaluation duties. This includes conducting evaluations of client outcome 

and service effectiveness, effectively and sensitively co-ordinating and liaising with multiple internal staff and 

stakeholders around supervision allocations, and maintaining regular reporting of key supervision and practice 

outcomes. 

 

Key Responsibilities   

Supervision 
administrative duties 

 Maintain and update the supervision master spreadsheet and maintain 
relevant paperwork to support clear and accurate records of supervision 
allocations. 

 Monitor, and provide regular reports of, staff compliance with supervision 
hours. 

 Liaise and communicate with Supervisors, Practitioners, Regional Managers 
and other relevant employees regarding supervisor/supervisee allocations. 

 Provide regular reports of supervision allocations, compliance, and other 
relevant supervision data to the relevant reporting Department, such as Head 
of Practice, Head of Operations and Human Resources Team. 

Evaluation Duties  In consultation with the Head of Practice, develop and conduct evaluation 
activities on supervision and service delivery outcomes and experiences.  

 Conduct simple statistical analysis of evaluation results and write findings up in 
organisational reports. 

 In consultation with the Head of Practice disseminate evaluation findings. 

Other Administrative 
Duties 

 Under the guidance of the Head of Practice, draft Work Instructions, 
Documents, and Procedures relevant to supervision and practice.  

 Where directed, assist with the provision of administrative and general office 
duties. 

Professional 
Development 

 Demonstrate ongoing commitment to participation in professional 
development as per organisational policy and procedure. 

 Be receptive to feedback and apply reflective practice to improve professional 
development. 

Other Organisational 
Responsibilities 

 Adhere to all organisational policies, procedures, standards and practices 

 Act only in ways that advances RAQ objectives, values and reputation. 

 Other duties, consistent with skills and experience, as directed by the reporting 
manager. 
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About You 
To be successful in this position you will have: 

 Required  Highly Desired 

Qualifications  Undergraduate Qualification in 
Behavioural Science (or related field) 
or Business. 

 

Experience  Evaluation and/or Research project 
experience. 

 Writing organisational reports and 
presenting data. 

 Data entry and data management. 

 

Knowledge  Theoretical knowledge of evaluation 
frameworks.  

 Research design and analysis. 
 
 

Skills  Intermediate competencies in 
Microsoft Office Word and Excel, email 
and online survey software. 

 Highly developed interpersonal and 
communication skills. 

 Ability to work collaboratively with 
other teams. 

 Excellent attention to detail. 

 Excellent time management. 

 Using statistical software (e.g., SPSS). 

 
It should be noted that Position Descriptions are under constant review and may be changed  

at any time. 


