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Connecting people to thelr communities






	Job Title
	House Coordinator- Disability Services   

	Employment status
	Full time • 38 hours per week • 

	Location
	Coffs Harbour  

	Award
	SACS Grade 4

	Reports to
	Disability Services Manager

	Scope
	This position will manage, supervise and support a team of staff delivering specialist disability accommodation in and around Coffs Harbour


	Position objectives


· Manage the operations of specialist disability accommodation settings to ensure it provides quality, accountable client driven services enhancing the lives of people living with a disability and their carers.

· Manage teams of staff to ensure they meet contractual, organisational, legislative and operational guidelines and best practice standards.
· Develop, implement and monitor a range of systems and processes to support the operation of the team including human and financial resources, client intervention and support and associated reporting and data collection
Service Delivery
· Work with service management to implement all necessary aspects of the designated specialist disability program.
· Ensure service delivery complies with all relevant organisational policies and procedures as well as legislative and statutory requirements, i.e. Disability Services Act, Disability Services Standards, OHS.

· Manage client service delivery, staffing, financial, physical resources and reporting obligations within a designated service.
· Effectively deal with, resolve and report on complex, sensitive service issues with all involved parties.

· Support staff in the resolution of identified service problems and issues, referring & liaising with service management as required
· Ensure all service, client or staff issues or actions are followed up and effectively addressed 

· Produce an Annual Service Plan to meet agreed service/program performance benchmarks to ensure all services operate effectively and professionally. 
· Liaise with ADHC, Department of Health, other agencies, consumers, carers and advocates as required.

· Develop, implement, monitor and review all required service and client-specific documentation.
· Prepare rosters to ensure adequate staff coverage to meet clients’ needs within the agreed budget.
· Develop and monitor the household budget

· Ensure effective communication and access between clients, their family members, friends and advocates.
Organisational Development

· Participate proactively and effectively as a Disability Management team member.

· Lead and model the development of teamwork across the program, enhancing morale, motivation, collaboration and innovation.
· Lead, assist and contribute to meetings and group discussions and facilitate an effective team approach to achieving the outcomes of the service.
· Provide formal operational supervision of individual and team members in the performance of their specified duties.

· Conduct annual assessment and performance reviews, including the identification and sourcing of professional development and annual review of job descriptions
· Support, coach and supervise staff and report to service management any industrial issues, conflicts or negative staff performance.

· Develop and deliver training and information to staff as required to assist with the attainment of their stated performance goals.
Risk/Quality Management

· Assist in the development of risk and quality management policies, procedures and documentation necessary and relevant to the service

· Ensure all allocated financial tasks are accurately completed in a timely manner.
Occupational Health and Safety Act

· Participate in all occupational, health, fire and safety training or demonstrations as required.
· Ensure compliance of OH&S requirements and hazards/risks/injuries are reported and resolved within agreed procedures and timescales 
· Ensure the practice of Occupational, Health and Safety (OH&S) Standards are maintained by clients, staff and self   
· Take reasonable care for the health and safety of persons who may be affected by acts or omissions.

· Ensure no intentional or reckless interference with or misuse of anything provided in the interests of safety, health and welfare.

· Co-operate with On Track in regard to any requirements imposed in the interests of Health Safety and welfare.

· Be thoroughly familiar with all OHS Policies & Procedures, safety, fire and security procedures.

· Ensure all maintenance needs are recorded and responded to promptly.
	General responsibilities


· Understand the aims and objectives of On Track
· Participate in identified training and development activities 
· Be a role model for consumers and staff in terms of professionalism, attitude, behavior, and cooperation
· Maintain respect to consumers and staff (refer to Confidentiality and Code of Conduct Agreement)
· Attend staff and management meetings, open days and consultations as required
· Participate in own annual performance review and plan and formal supervision as required 
· Assist in the development and maintenance of a culture within the service that encourages learning, the pursuit of excellence and the achievement of high quality services.
.

Key Selection Criteria
· Equivalent to higher diploma or 3 year degree in Community Services or Health 
· Demonstrated experience and knowledge in the management of disability services within a residential setting
· Strong understanding of community services networks

· Demonstrated conflict resolution skills and experience

· Demonstrated experience with performance management of staff

· Strong understanding of the role of support workers and their professional boundaries within the disability sector 
· Demonstrated high level written and oral communication skills

· Demonstrated knowledge and understanding of OH&S, EEO and Disability Services Standards Act  
· Demonstrated experience with rostering within a 24hour setting

· Strong computer skills in Word, Excel, outlook and internet

· Current drivers licence

Please note a criminal record check will be undertaken for this position with continuing employment dependent on the result.
Signed ……………………………………………………………………………………..

Date ………………………………………………………………………………………….
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