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Purpose of the position 

The Wellbeing and Risk Manager is the senior manager responsible to the Chief Executive Officer for 

the strategic and operational aspects of staff and volunteer wellbeing, risk identification, mitigation 

planning and risk management within Scouts NSW.  The Wellbeing and Risk Manager is responsible 

for designing an overall wellbeing and risk management profile for Scouts, with priority assigned to 

the identification and effective management of best practice policies for staff employment, work 

health and safety risks and compliance obligations (child safety related risk management is the 

responsibility of the Child Protection and Issues Management Officer, reporting directly to the CEO).  

The Wellbeing and Risk Manager will design and oversee the implementation of detailed staff and 

volunteer engagement policies and, mitigation plans to reduce Scouts NSW liability in a number of 

identified risk areas. Periodic and ad hoc risk reports will be produced to keep the Executive team, 

Board and Chief Commissioner informed of emerging risks and how these are managed.  

The Wellbeing and Risk Manager will support the delivery of the 2019-2022 Strategic Plan.  

Through the State Office Team and Volunteer Team, the Wellbeing and Risk Manager is accountable 

for the implementation of WHS Procedures and Scouts NSW risk management principles to provide a 

safe and secure environments. 

The Wellbeing and Risk Manager will support the work of Scouts NSW and will interact regularly with 

volunteers, as well as salaried staff, as they undertake their duties. 

The Wellbeing and Risk Manager is people and outcomes focused.  

Reporting and Tenure  

Direct Reporting Line  

The Wellbeing and Risk Manager reports to the Chief Executive Officer (CEO). There are no other direct 

reports to this role. 

Matrix Working Relationship Lines 

Includes: State Office Managers, Chief Commissioner, DCC Operations, DCC, Program Youth Safety 

and Support, Chair - Audit and Risk Committee. 

Tenure  

The initial term is for up to two years with an option for an additional 12 months, inclusive of a 

probationary period of three months.   
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The term is subject to performance outcomes and achievements of Key Performance Indicators, which 

are reviewed annually.  

It is expected that an annual Development Plan will be completed, discussed and agreed with the CEO. 

Responsibilities and duties  

While carrying out the responsibilities of the role, the Wellbeing and Risk Manager will always uphold 

the purpose, principles and values of Scouts Australia, will adhere to the Adult Code of Conduct, will 

abide by WOSM, National and State policies and will behave in accordance with the Scout Law and 

Promise. Importantly, the Wellbeing and Risk Manager will comply with, and ensure the 

implementation of all applicable legislative and statutory regulations. 

Key Responsibility Area 1: Develop an Overall Scouts Wellbeing Program 

 Work with appropriate senior management to understand and implement the most appropriate 

workplace policies and procedures for the recruitment and retention of staff. 

 Identify and implement innovative culture enhancement programs to build and maintain strong 

staff engagement and, to maintain a strong and positive relationship with volunteers. 

 Prioritise advice on the design and development of staff related documents (eg Recruitment 

documents/ interview questions/ referee reports/ employment contracts/ job descriptions/ 

performance reviews/ development plans/ etc.). 

Key Responsibility Area 2: Develop an Overall Scouts NSW Risk Profile  

 Work with appropriate senior management to understand the most major risk issues and critical 

areas of attention within Scouts NSW and its industry environment 

 Use information to develop an overall risk profile of Scouts NSW and effective risk management 

program that addresses all areas of concern 

 Prioritise risks in profile (areas of immediate concern vs. lower profile risks) and develop 

mitigation plans that address critical areas of attention foremost 

Key Responsibility Area 3: Mitigation Planning  

 Design and coordinate the implementation of detailed mitigation plans for identified risks. 

 Detail the risk and its actual and potential consequences. 

 Ascertain how the risk can and should be mitigated given the risk itself, the resources and time 

available, and other factors 

 Develop risk management milestones/goals/checkpoints for each identified risk 
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 Decide who should and will be assigned the responsibility of taking the action required to 

mitigate the risk (accountability) 

 Liaise with relevant internal personnel and external bodies to ensure a coordinated effort is 

carried out to address risks 

 Set out a suitable and realistic timeline for reaching risk management milestones.   

Key Responsibility Area 4: Reports 

 Gather and analyse data and prepare detailed Wellbing and Risk reports. 

 Deliver both periodic and ad hoc Wellbeing and Risk reports to the CEO, Chief Commissioner 

and Board as required. 

Key Responsibility Area 5: Wellbeing and Work Health and Safety Management 

 Demonstrate commitment to excellence and leadership in workplace wellbeing, health and safety 

and environmental management standards, through active participation in safety programmes. 

 Ensure timely and accurate Operational, WHS and Environmental Management, and occurrence 

investigation reporting. 

 Undertake periodically a comprehensive Workplace and WHS audit of Scouts NSW identifying 

Workplace and WHS compliance shortfalls that may exist and any apparent risks. 

 Support the development and implementation of appropriate risk assessment methods and 

practice for Scouting events and activities. 

 Lead the development and delivery of an organisation-wide WHS Strategic Plan that links action 

to targeted outcomes. 

 Input recommendations on Wellbeing and WHS policies and procedures designed to 

eliminate/mitigate risks. 

 Oversee WHS management across all Scouts NSW workplaces, ensuring that each Scouts NSW 

location: has appointed fire wardens and qualified first aiders, is equipped with the appropriate 

emergency equipment and evacuation procedures tailored to the location, is exposed to at least 

one evacuation drill per year. 

 Conduct training and presentations for WHS matters and accident prevention. 

 Liaise as appropriate with SafeWork NSW and oversee the management of any Workers 

Compensation claims, ensuring these are managed effectively with the priority of returning 

injured staff to the workplace as quickly as possible. 

 Analyse accident data and suggest corrective action that may mitigate the loss. 
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Key Responsibility Area 5: Implement a Wellbeing and WHS Information System 

 Apply knowledge of Workplace and WHS legislation, workplace factors and other information 

to design and implement a comprehensive Information System to help users meet their 

obligations. 

 Provide advice and support to users to enable them to use the comprehensive Information 

System effectively. 

 Use the system to communicate important Workplace and WHS information to users. 

 Regularly review and analyse Workplace and WHS information and data in consultation with 

users to ensure organisational and WHS legislative requirements are met. 

 Make recommendations for improvement in workplace strategies based on data analysis. 

 Assess training needs of system users and action as appropriate. 

Key Responsibility Area 6: Maintain Sound Relationships 

 Maintain relations with external workplace providers. 

 Promote workplace safety, equity and diversity and participative management practices in the 

workplace. 

Qualifications 

Essential 

A Bachelor’s degree, Graduate Diploma, Masters or similar tertiary qualification in Human Resources/ 

Social Sciences/ Occupational/Workplace Health and Safety or related field;  

Or,  

Relevant work health and safety certification with the Safety Institute of Australia and/or National 

Safety Council of Australia. 

Required Work Experience and Skill 

The Wellbing and Risk Manager, as with every member of the State Office team, must have a proven 

capacity to deliver outcomes and be a self-starter with capacity to work without close supervision. 

 A personal commitment to the Aim and Principles of Scouts Australia, and an ability to convey a 

positive and constructive image of Scouting and reinforce the fundamental importance of the 

Scout Promise and Law. Business Development experience. 
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 Minimum five (5) years’ experience working in Human resources and/or risk management and/or 

loss prevention, preferably in an organisation working with children or other vulnerable groups, 

preferably with at least two (2) years in a managerial role. 

 Understanding workplace legsliation, risk management and loss prevention principles and 

procedures. Ideally have a knowledge of legal and compliance issues relevant to not for profit 

industry. 

 Proven leadership experience and ability to effectively lead and staff and volunteers to meet 

expected outcomes. 

 Ability to develop detailed, compliant and realistic budgets and plans and targeted strategies to 

meet set goals. 

 Computer literacy and ability to navigate and use the Microsoft Office suite including word 

processing, spreadsheet and presentation software and applications. 

Core Compentancies Required 

The Wellbeing and Risk Manager will be required to meet the following compentancies: 

Knowledge and Experience  

• High level interpersonal, oral and written communication skills; ability to liaise effectively with 

internal and external stakeholders. 

• Ability to make accurate and detailed analysis of the business environment and plan accordingly. 

• Quick-thinking, proactive and preventative; shows initiative and innovative thinking. 

• Understanding of and ability to apply WHS principles. 

• Highly organised with the ability to multitask and meet strict deadlines. 

• Excellent time management and ability to plan ahead. 

• Thorough, with excellent attention to detail. 

• Able to work independently, autonomously and with limited supervision. 

• Listens to and fully involves others in team decisions and actions. Fosters collaboration. 

Accountability/ Key Performance Indicators 

This position is important to Scouts NSW and it is essential that the Wellbeing and Risk Manager 

creates the change we want to see. Therefore, a strong achievement orientation is required. The 

Wellbeing and Risk Manager will be assessed on the results they achieve. Assessment will include 

formal annual performance reviews.  
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Risk Assessment 

1. Detailed audit conducted to identify all actual and potential risks to Scouts NSW. 

2. Continuous monitoring of Scouts NSW and broader industry environment to keep abreast of 

risks. 

3. Mitigation plans are detailed and effective in achieving targeted outcomes in accordance with 

strategy. 

4. Strategies and plans are tailored to the unique findings of environment analysis. 

Compliance and Risk Mitigation 

1. Workplace accidents minimum – nil. 

2. Workers compensation cases actively managed. 

3. All Scouts NSW locations have appointed fire wardens, first aiders, appropriate emergency and 

fire equipment and tailored evacuation procedures. 

4. Comprehensive WHS Information System implemented and maintained. 

Staff Wellbeing 

1. Policies and procedures and supporting documents are contemporary in design and detail. 

(including: job descriptions, recruitment and onboarding documentation, performance review, 

staff developmental plans, etc.).  

Relationships and Communication 

1. Internal and external relationships and communication channels are well-established and 

nurtured. 

2. Accurate and timely routine and ad hoc risk reports prepared and delivered. 

Meetings and Clearances 

Meetings  

Regular meetings include: 

 CEO catch up – Face to face and Microsoft Teams (Once per fortnight). 

 State Office team meetings – Face to face and Microsoft Teams (Once per week). 

 Board and Board Committee meetings (as required). 
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Clearances 

The Wellbeing and Risk Manager is required to hold a current Working with Children Check clearance, 

a National Police Check and have undergone a background check. 

Acknowledgement and Agreement 

Acknowledgement 

I, _____________________________________ (employee name), understand the above job requirements, 

and that my fulfillment of these will form the primary basis of my performance reviews. 

 

Employee Signature: ________________________________________________  Date: ________________ 

 

Manager Name: _______________________  Signature: ________________________ Date: ____________ 

 

Chief Executive Officer Signature: _______________________________________ Date:________________ 


