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TANGENTYERE COUNCIL


POSITION DESCRIPTION


	Position Title
	Coordinator

Tangentyere Aged & Community Services (TACS)

	Division
	Social Services

	Classification

	Level 7 permanent full time

	Job Holder      
	

	Prepared By    
	Ben Poona


	Date
	15/07/2019

	Staff reporting to position
	15

















1. Position Summary

Tangentyere Aged and Community Services (TACS) is part of the Social Services Division, which aims to improve the quality of life of Central Australian Aboriginal people and the wider community through providing innovative, responsive and culturally appropriate services.  

TACS provides home and personal care services to Central Australian Aboriginal people and specialises in providing services to residents of town camps.  We work with older individuals and people with disabilities who wish to remain in their own home and community, whilst enhancing and maintaining their inclusion, participation, independence, dignity and rights. 

This position is responsible for coordinating the daily operations of service delivery to people receiving Aged Care and Disability services, including client reviews, performance and financial reporting as well as ensuring the sustainable growth of the TACS & NDIS programs.
2.
Responsibilities

1. Daily operations management of packaged care services according to funding requirements and industry quality standards
2. Planning and the implementation of individual support plans as referred from My Aged Care, NDIS and other relevant organisations
3. To assist people with whole-of-life support and advocacy in a responsive, safe and flexible way, supporting them to access mainstream services

4. Represent TACS by liaising and networking with other service providers and key stakeholders
5. Support and supervise TACS staff to ensure support plans are being met in a safe and thorough way and mentor staff as required
6. Performance and financial reporting as determined by TACS funding agreements and Tangentyere Council
7. Other relevant duties as required
3.
Major Accountabilities
	ACCOUNTABILITIES
	PERFORMANCE INDICATORS

	Daily operations management of packaged care services according to funding requirements and industry quality standards

· Provide direct support and assistance to people who use the service as required

· Establish strong relationships with people with disabilities and elderly town campers, their families and communities
· Record management, care planning, referral and support to TACS clients who receive Commonwealth Home Support Packages (CHSP), Home Care Packages (HCP) as well as participants of the Individual Support Program (ISP) & the National Disability Insurance Scheme (NDIS)
	· Evidence that work practice reflects TACS policies and procedures and industry quality standards and guidelines
· Ensuring daily operations are managed with supervision over TACS staff
· Records for clients on care packages are up to date and comply with guidelines

· System in place for ongoing notes management
· Knowledge of My Aged Care and the referral process

· Knowledge of NDIS and the referral process

	Planning and the implementation of individual support plans as referred from My Aged Care, NDIS and other relevant organisations

· Ensure all support plans and referral activities undertaken are accurately maintained
· Provide people with opportunities for participation and inclusion in all cultural, social and any other aspects of community life as they determine
· Ensure the provision of assistance required to achieve maximum independence with consideration given to physical and psychological impairments that may exist for the clients
	· Monitoring incoming referrals from My Aged Care, NDIS and other relevant organisations

· Determining capacity for incoming referrals, maintaining the TACS waitlist

· Maintenance of TACS database for incoming and exiting clients from the TACS program in accordance with funding requirements

· Evidence of evaluation of service provision 

	To assist people with whole-of-life support and advocacy in a responsive, safe and flexible way, supporting them to access mainstream services 

· Safely and effectively communicate with Aboriginal people and people with disabilities and encourage their carers to be active participants 

· Support people using TACS to access services as required
· Advocate and provide opportunities for equal access to and communication with external services  
	· Documented evidence that service delivery is coordinated and integrated with other services to meet the individual person’s care needs

· Documented evidence of activity undertaken to ascertain and monitor the needs of people using the services
· Evidence of client review on a regular basis

· Knowledge of support services within the Alice Springs community


	ACCOUNTABILITIES
	PERFORMANCE INDICATORS

	Represent TACS by liaising and networking with other service provider and key stakeholders
· Work closely with internal and external stakeholders to case manage, advocate and support people to live a full and valued life as they determine
· Record and distribute relevant information to internal stakeholders gained through participation in these meetings
	· Evidence of attendance and notes at appropriate meetings

· Communication with TACS staff to address themes and issues arising from meetings
· Communication with Community Safety & Social Services Manager/s to address themes and issues arising from meetings


	Support and supervise TACS staff to ensure support plans are being met in a safe and thorough way and mentor staff as required

· Work together with staff to develop innovative approaches to complex situations
· Provide feedback to staff in a timely and appropriate way to promote service improvement

· Update staff with changes to support plans both verbally and written
· Provide regular supervision to TACS staff to promote continuous improvement and identify areas required for training and development
	· Evidence of working knowledge of community care guidelines, TACS policy and procedures 
· Ability to utilise the TACS database, ensuring it is regularly updated and staff are kept updated on changes relating to their clients

· Evidence of feedback to Community Safety & Social Services Manager/s of identified problems or training needs

· Evidence of feedback to current TACS staff regarding work performance, adhering to Tangentyere Council HR policies for new staff

	Performance and financial reporting as determined by TACS funding agreements and Tangentyere Council
· Ensuring service delivery is in line with funding agreements and Council governance
· Ensuring performance and financial reports are submitted on time and are compliant with relevant funding body terms and conditions
· Attend monthly budget meetings with Chief Finance Officer and Community Safety & Social Services Manager/s
	· Evidence of comprehensive report writing
· Knowledge of funding departments related to the Aged & Disability Sector
· Knowledge of Data Exchange, Medicare Online Claiming, Centrepay and related external databases
· Evidence of maintaining a budget and some knowledge of financial analysis

	Other relevant duties as required
	· Undertake any other reasonable tasks relevant to TACS as required with direction from the Community Safety & Social Services Manager/s


4.
Relationships

Internal

	Community Safety & Social Services Co-Managers
	Indigenous Case Management Service

	Finance / Payroll
	WH&S

	Human Resources
	Reception

	Learning Centres
	Bank

	Other Program Areas as needed
	Fleet Manager


External

	Congress
	Community Health

	Adult Guardianship
	Renal Units

	Alice Springs Hospital
	Western Desert Dialysis

	Mental Health
	Other service providers as needed

	Other aged care providers across central Australia
	Aboriginal Hostels


5.
Core Competencies

Commitment
· To empowering people to participate and have access to inclusion in all cultural, social and any other aspects of Community life as they determine

· The position requires a mature attitude to prescribed duties that rely on motivation to deadlines and all tasks given in a prescribed time frame

· An understanding and commitment to punctuality, attendance and adherence to Tangentyere Council Staff Code of Conduct is essential

· An understanding and commitment to human rights
Teamwork

· Work as an effective member of the team including participation in joint activities with other Tangentyere program staff such as training, professional development and team meetings
· Takes a leadership role in team meetings and discussions
· Actively shares knowledge, information and expertise with other team members
· Proactive in identifying solutions to common team challenges and goals
· Supports, trains, leads and works with team members, assisting them build their skills and become independent in their position. 
· Delegate and supervise tasks to team leaders and community support workers
Communication
· Have a high level of interpersonal and communication skills, particularly 

· with Aboriginal people and people with disabilities
· Ability to communicate and listen to community members’ concerns and desires
· Ability to write complex reports

· Ability to record, measure and interpret statistical data about the service

· Have a demonstrated ability to communicate confidently in a strategic manner with senior management and other service providers
WH&S

· Act always to ensure the safety of you, other staff, clients and visitors.

· Develop an awareness of and follow all current Tangentyere Occupational Health & Safety Policies and Procedures.

· Provide advice to supervisors and managers about any workplace hazards, and to implement any actions to reduce those hazards.

· Actively participate in the ongoing monitoring, identifying and controlling hazards and assessing risks in line with Tangentyere WH&S policies and procedures.
Cultural Awareness
· Sound knowledge and respect of Aboriginal Central Australian culture

· Ability to appropriately engage with Aboriginal people

· Two way learning indigenous and non-indigenous
· Respecting clients and staff cultural beliefs

6.
Qualifications and Selection Criteria

Essential:
1. Experience working within the health and social contexts of aged and disability services 

2. Demonstrated knowledge and experience in working with Central Australian Aboriginal people or ability to acquire knowledge of context independently 

3. Demonstrated knowledge of or ability to acquire a sound knowledge of the Department of Health, Ageing Packages Care Guidelines and the National Disability Insurance Scheme
4. Demonstrated coordination and organisational skills 

5. Demonstrated experience managing small teams
6. Demonstrate ability to develop strong networks with other organisations for the best outcomes of people using the service

7. Demonstrated experience in records management, financial & administrative systems
8. Excellent oral and written communication skills with experience in data analysis and comprehensive report writing
9. Current drivers’ licence and Ochre Card
Desirable:
1. Working knowledge of Aboriginal Languages of Central Australia

2. A Degree in Social Sciences or Health

3. Cert IV in Aged and Community Care (or working towards)

7.
Verification

Position Holder:



Name:

Date Effective:

Signature:

Manager:




Name:

Date Effective:

Signature:
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