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POSITION DESCRIPTION

	1. POSITION DETAILS

	Position Title
 
	Regional NDIS/ ILC Coordinator
	Designation &

Classification Level
	6

	Position No
	
	Directorate   
	Council and Community Services

	Division
	Community Services
	Date Created 
	11/10/2017

	Location 
	Katherine
	Date Approved 
	 

	Reports To
	Regional Manager Community Services  
	Version Date
	11/10/16

	2. POSITION CONTEXT 

	Council

Overview 
	Roper Gulf Regional Council is one of 18 Local Governments in the Northern Territory, encompassing 11 communities and twenty outstations spread out over an area of approximately 186,000 square kilometres.

The Council’s primary purpose is to act as an advocate for its constituency of more than 7000 people, many of whom have a strong indigenous heritage and continue to maintain the indigenous culture and way of life. Roper Gulf Regional Council is paving the way towards sustainable social, cultural, economic and environmental development, providing employment opportunities to approximately 380 staff, who live and work across the region, and are co-ordinated from the Katherine-based operational hub.

One of the key drivers of the Council is to improve the quality of life in, and liveability of the region, with the vision of making it sustainable, vibrant and viable for those who call Roper Gulf home.

	Principal Objectives
	Manage, coordinate and oversee as per the ILC National Readiness Guidelines and improving service delivery and remote staff capacity.

	Major Role and  Challenges
	Implement and manage a financially sustainable service delivery model for the NDIS programs to ensure contractual compliance and quality outcomes on community for all stakeholders.
The geography of the region poses many challenges to equitable distribution of services.  The Coordinator must ensure Care Recipients have access to a consistent level of care, attention and opportunities which build capacity, exercise their potential to enjoy fulfilling and meaningful activities which contribute to quality of life.

	Key Interactions/ Relationships


	· Director of Council and Community Services 

· Regional Manager Community Services

· Regional NDIS/COS Coordinator

· Community Services Staff
· Local Authorities and Councillors
· External Care Recipients and Family members
· Government and Non-government Agencies 

· Primary health care services

	Special conditions
	· An incumbent may be required to drive considerable distances in the course of their duties and must possess a current Class C Drivers Licence with a manual driving capacity.
· Some out of hours work, and occasional travel to remote communities necessitating overnight absences may be required.
· In response to changing organisational needs, the incumbent may be assigned to other areas to perform work or a similar nature appropriate to the classification on a temporary or continuing basis.
Essential
· Prior to employment with Roper Gulf Regional Council you must obtain the following;

· Undertake a new criminal history check at commencement of employment with RGRC. 

· At commencement of employment hold a current Working with Children Clearance Notice (OCHRE Card) or provide an application receipt for an exemption to be approved by SAFE NT prior to commencing. 

· Be an Australian Resident or provide the current, relevant Visa to work within Australia. 

· It is a condition of ongoing employment with Roper Gulf Regional Council that you must;

· Update Criminal History Check annually as required through out period of employment through the HR Department.
· Renew your ochre card clearance every two years through the HR Department.

	Authority to Act / Delegations 
	Financial Delegations – Nil

	Organisational Responsibilities (Org Chart) 
	

	3. KEY RESPONSIBILITIES

	Service Delivery
	· Oversee RGRC’s obligations to associated funding agreements.
· Support NDIS participants to build capacity to coordinate service delivery as per their NDIS plans and ensure staffs are providing adequate services.
· Use local knowledge and sector expertise to increase opportunities for people with a lived experience and advice on services available in remote locations including mental health.

· Build NDIS participant and family capacity to understand and navigate service systems.

· Provide expert advice and consultation to NDIS participants and their families on the changing NDIS environment.

· Regularly monitor expenditure and support participants to remain informed as to their rate of expenditure and the potential effects.

· Deliver services and support with a high level of customer service.

· Keep accurate and complete records of your work activities in accordance with legislative requirements.

· Support NDIS participants, families and carers to develop resilience in the NDIS participant’s network.

· Supervise and manage all staff working within the NDIS team on community.

	Training & Development
	· Coordinate staff training schedules.
· Maintain daily contact with NDIS staff on community.
· Liaise with Council Human Resources department to ensure employee files are kept up to date with details of any training courses attended and certificates achieved.
· Provide regular support and mentoring services to all NDIS staff.
· Act with sensitivity, confidentiality, courtesy and discretion at all times.
· Participate in training programs and seminars to enhance professional performance.

	Reporting & Compliance
	· Monitor compliance with Council’s policies and procedures and industrial standards.
· Ensure performance indicators are met including the lodgement of required reports to the Regional Manager.
· Provide a written monthly report to the Manager on the operation of the service.
· Successfully submit reports in accordance to the program requirements for all program areas.

	Work Health & Safety
	· Take reasonable care of his or her own health and safety.
· Take reasonable care for the health and safety of persons who may be affected by the employees acts or omissions at a workplace.
· Ensure staff are issued with protective equipment (where required), uniforms, and have suitable equipment with which to do their job.
· Cooperate with his or her employer with respect to any action taken by the employer to comply with any requirement imposed by or under the Act or Regulation.
· Comply with all WHS requirements inclusive of food handling, fire, water and electrical safety.


	4. POSITION SKILLS / KNOWLEDGE / EXPERIENCE SELECTION CRITERIA

	SELECTION CRITERIA
	

	Essential
	· Experience in Disability Sector or similar service delivery programs.
· Demonstrated experience in developing, coordinating or assisting in coordination of a community based service. 

· Excellent communication and interpersonal skills, be non-judgmental, fair, patient, have a willingness to listen, and display empathy.

· Strong administration skills and at least 3 years relevant community services experience.

· Strong time management and organisational skills and proven capacity to prioritise work commitments.

· Ability to work with individuals from diverse backgrounds and cultures, work independently and work as part of a multidisciplinary team to develop collaborative relationships and networks between agencies.

· Ability to use Microsoft Office Suite and ability to fully utilise the client information management system.

· An awareness of issues affecting Indigenous people in remote locations and an ability to provide effective leadership in a cross-cultural environment.

· Demonstrated commitment to Equal Employment Opportunity, Work Health & Safety and Cultural Diversity principles.
· NT Drivers Licence, minimum C class (manual classification).
· Hold a current First Aid Certificate and Cardiopulmonary Resuscitation (CPR) (or willing to obtain one).

	Desirable
	· NDIS experience will be an advantage.

· Developing expert knowledge of relevant legislative and funding contract requirements, including developing knowledge of the NDIS.

· Experience in a Local Government environment and knowledge of the Local Government Act, or the ability to acquire.
· Qualifications in a Social Services, Human Service, Nursing Health Discipline and Professional body registration or similar.
· Demonstrated understanding and knowledge of client centred, community based care services delivery. 

· Knowledge and understanding of relevant legislative frameworks, standards and government funding requirements and guidelines.
· Demonstrated understanding of continuous improvement principles.
· Experience working within a leading multidisciplinary team.

	5.
ACKNOWLEDGEMENT 

	Appropriate delegate / director or manager 
	
	Date: 
	Signature:

	Employee Name
	
	Date: 
	Signature:
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