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Connecting people to thelr communities






	Job Title
	HASI Coordinator

	Employment status
	Permanent Full Time

	Location
	Lismore

	Award
	NSW Social and Community Services Employees (State) Award – Grade 4, year 4

	Reports to
	HASI Manager

	Scope
	This position services consumers of the On Track HASI Programs 


	Position objectives


· To assist with the supervision and training of Support Workers and Volunteers as requested by the HASI Manager.

· To plan and supervise daily activities for people living with a mental illness who are participants in the HASI Program. 

· Match support workers to the clients based on worker insight and skills mix.
	Key responsibilities


Service Delivery

· Promote the HASI Programs throughout both the Indigenous and non-Indigenous communities.

· Work in partnership with Aboriginal Service Providers and other mainstream service providers to assist both Aboriginal and non Aboriginal people living with a mental illness to live valued and quality lives.
· Ensure the service is delivered in a manner which is culturally appropriate, supporting and advocating for people from diverse backgrounds, living with a mental illness

· Ensure Risk Assessments, Individual Service Plans, medication records, progress notes and general information is kept up to date at all times and reviewed as required.

· Assist consumers to learn daily living skills that will enable them to live as independently as possible.

· Assist consumers to design and implement Individual Service Plan (ISP), including the completion of a Camberwell Assessment of Needs (CAN) The ISP will form the basis for developing a rehabilitation program that is relevant to individual ability and choice. 
· Ensures a thorough orientation is given to all new consumers of HASI programs
· Ensure consumers are referred to services and activities that may compliment their ability to carry out goals identified in their ISP.

· To be aware of consumer rights and needs, and be able to advise consumers and other staff of same.

· Making medical appointments for consumers and ensure staff attend appointments with consumers for medication changes, etc, if appropriate.

· Ensure team members keep their consumer notes up to date and can provide evidence of regular clinical review being undertaken

· Ensure the highest quality of respect to consumers is maintained at all times (refer to Confidentiality and Code of Conduct Agreement).

· Ensure a thorough understanding of the Occupational Health and Safety Act and Standards and that they are maintained by consumers and staff.

· Ensure a thorough understanding of On Track Community Programs Policies and Procedures and that they are maintained by consumers and staff.
· Liaise with all other relevant service providers.
· Familiarise and operate within the guidelines of the Mental Health Act and Standards, Disability Service Act and Standards, On Track Policy and Procedures, the Anti Discrimination Act and all staff communications.

· Provide the HASI Manager with statistical information and reports to assist in strategic planning and budgeting.
· Ensure all facilities are maintained in a clean and safe manner.

· Plan, supervise and assist consumers to participate in daily living tasks at the residence such as meals, cleaning, washing, general maintenance and rubbish removal.

· Ensure daily activities conducted by consumers are supervised to suit their level of ability and within the guidelines of the HASI Program.

· Maintain a professional image when liaising with other Key Workers, Consumers, Service Providers, Government Departments, Carers and Advocates.

Organisational Development

· Develop a team ethos, reflecting the values and strengths of the team and individuals with the specific view to enhancing service delivery 

· Participate proactively and effectively as a Mental Health Service 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 operational performance management of individual and team members in the performance of their specified duties in accordance with On Track policies & procedures.

· Conduct staff annual performance reviews, including the identification and sourcing of professional development and annual review of job descriptions

· Support, coach and supervise staff, report and update to service management any industrial issues, conflicts or negative staff performance.

· In consultation with Manager, develop strategies to address conflict and performance issues

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

	General responsibilities


· Ensure all financial systems are accounted for and balanced correctly including provisions monies and petty cash.

· Attend all relevant meetings, open days and consultations as required.

· Read and implement actions from all relevant memos, circulars and minutes.

· Attend all staff development activities as appropriate to this position and as approved by management
· Undertake Annual Performance Review and Plan when requested by Supervisor or Manager.

· Be conversant with On Tracks vision and mission statements and policies and procedures.

· Be familiar with On Track administration and consumer data systems
	Occupational Health & Safety Act


· Demonstrates an ability to interpret and adhere to the OHS Act  

· Participate in all occupational, health, fire and safety training or demonstrations as required and ensure all consumers are versed in same.

· 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 safety, fire and security procedures.

· Ensure all maintenance needs are recorded and responded to promptly.
· Ensure any breach in OHS is quickly identified and dealt with in a timely manner ensuring all related documentation is adhered to

· Ensure that all Incidents are reported and managed in accordance with OTCP policy and procedure.

	Key selection CRITERIA 


Essential Criteria
(Applicants must address each of the essential criteria individually) 

· Qualification in Mental Health or other related field at Cert IV minimum
· Demonstrated minimum of 3-5 years experience working within a community or Mental Health Service
· Ability to demonstrate leadership skills within a team environment and ability to work unsupervised

· Knowledge and experience of working within marginalised communities with complex mental health and physical needs
· Understanding of social disadvantage and commitment to the rights of Indigenous and other people living with mental illness.

· Knowledge and experience of working collaboratively with local community, welfare services and industry partners.

· Demonstrated experience in dealing with effective conflict resolution.

· Demonstrated ability to communicate effectively both in written and verbal form.
· Demonstrated computer skills in word, excel and internet applications

· Current driving licence.
· Senior first aid certificate
Desirable Criteria

· Tertiary qualifications in nursing, social science, welfare studies or other related field.
· Recent experience in the clinical workforce would be an advantage
Please note: a criminal record check will be undertaken for the successful applicant with ongoing employment dependant on the outcome.
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