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POSITION PROFILE 

SERVICE COORDINATOR – Designated Region and/or Service Specialist (SCHADS Level 5) 
 

PART A: POSITION DESCRIPTION 

Position Title: Service Coordinator Location/ Geographic 
scope of role: 

Designated Region may include multiple regional 
sites and/or multiple services 

Group: Aspect Adult Community 
Services 

Reports to: Manager Aspect Adult Community Services Victoria 
or Manager Aspect Adult Community Services NSW 
& Aspect Employment Services 

 

Organisation Purpose 

 
A different brilliant ® - Understanding, engaging and celebrating the strengths, interests and aspirations of people on the autism 

spectrum. 
 

 

Team Purpose 

Aspect Adult Community Services recognises that a great team culture is built on a supportive framework and as such, require all staff to 
demonstrate our values, mission and vision within a person-centred culture using the 5 point star framework and the Aspect Comprehensive 
Approach (ACA) to support participants to realise their goals and aspirations. 

Aspect Adult Community Services provides a broad range of individualised, centre and community outreach services from locations across 
Sydney and Melbourne. Services are structured to provide a range of activities and programs to inform, empower and resource participants. All 

Vision Mission Values 

The best opportunities for people on the 
autism spectrum. 

We work with people of all ages on the autism 
spectrum, delivering evidence- informed 
solutions that are person-centred, family- 

focussed & customer-driven 

We are passionate about people, about being 
positive and about what’s possible. 
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programs have a strong focus on community participation and independent living skills with the aim of developing individually tailored programs 
that enable people to develop skills, confidence and networks. 

Autism Spectrum Australia (Aspect) is committed to providing an environment free from abuse, neglect and exploitation of the people we support. 

 

Position Purpose 

Ensures the effective delivery of a range of high quality community services within a specific service area by leading a team consistent with 
organisation policy and procedures. All services provided are evidence based and supportive of person-centred solutions in partnership with 
people on the autism spectrum and other disabilities. 

The position will lead Aspects vision and strategy around services in Australia by increasing the range of support options available, increasing 
the reach of these offerings and improving personal outcomes for participants.  

The position contributes to the achievement of Aspects strategic plan.by: 

• Managing the development, direction and performance of programs and services across a designated region within Aspect Adult 
Community Services within a business unit. 

• Coordinating the development of collaborative relationships with Aspect participants  

• Coordinating the development of collaborative relationships with the families and carers of people using Aspect Adult Community Services 
and other key stakeholders 

• Coordinating, developing and maintaining effective relationships with funders donors and supporters  

• Searching out new service opportunities, consistent with Aspects strategic directions and strategic plan with a priority on developing 
community options for people with autism and their families 

Supporting Aspect wide initiatives that enhance service quality and access to Aspect services in a manner consistent with Aspects strategic 
directions, values, policies and procedure. 

 

PART B:OUTCOMES 

Key Result 
Area 

Requirements & Expectations Success Indicators 

Service 
Delivery  

• Oversee the coordination of services and activities delivered across 
designated regions and/or provides specialist tasks in support of 
service delivery.  

• Develops plans and provides reports to meet regions/ specialists 
tasks budget and operational objectives  

• Ensure service delivery is person centred and actively responds to 
individual needs and wants using human rights based approaches. 

• Promote the dignity and valued status of people with disabilities through 
communications, feedback and guidance provided to Support Workers 

• Service Delivery in region/s 
and/or specialist tasks comply 
with company policy, 
procedures and relevant 
National and State based 
legislation. 

• Monitors and meets agreed 
work  targets for budgets and 
service quality outcomes 
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PART B:OUTCOMES 

Key Result 
Area 

Requirements & Expectations Success Indicators 

and other stakeholders 

• Competent level of professional knowledge of relevant legislation and 
company policies and procedures. 

• Promote and champion the involvement of people on the autism 
spectrum within service decisions 

• Ensure staff are following individual plans and appropriately 
responding to special requirements such as providing personal care, 
including assistance with toileting and feeding, and monitor and report 
on progress. 

• Ensure appropriate allied supports including the administration of 
medication and other health management supports for relevant 
individuals are in place. 

• Ensure records are compliant with relevant policies, procedures and 
legislation and that a review of all individuals’ Person Centred Plans 
(PCP) are regularly reviewed, involving the person, families, group 
homes to ensure that individual outcomes are achieved. 

• Communicate appropriately with key stakeholders; people with 
disability, parents and advocates, staff and other services. 

• Resolve complaints and conflicts in accordance with Aspect’s 
policies, guidelines and procedures 

• Makes operational decisions 
that are sound and consistent 
with service and customer 
requirements.  

• Uses networking opportunities 
and connections to achieve 
outcomes for each participant’s 
service provision. 

• Contributes positively to the 
organisation’s service 
reputation. 

• Clear goals exist for the service 

• There is clear evidence of 
person centred and 
individualised approaches being 
adopted 

• Individual schedules reflect 
mainstream settings within 
programs 

• Visual aids exist and used as 
part of day-to-day practice 

• Stakeholders feel confident in 
raising issues and concerns, as 
demonstrated through Aspects 
feedback and complaints 
management systems and 
through the Net Promoter Score 
(NPS) management tool.  

• Complaints are resolved fairly 
and within guidelines. Records 
are maintained and up to date.  

• Aspect work instructions, 
policies and procedures are 
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PART B:OUTCOMES 

Key Result 
Area 

Requirements & Expectations Success Indicators 

referenced and followed. 

Community 
Engagement 

• Implements local and region specific community engagement activities 
and plans and utilises local networks. 

• Represents the organisation appropriately.  

• Participates in community needs analysis, prioritises goals and 
determines a plan of action for region.  

• Identifies opportunities to build community engagement and capacity. 

• Participates in agreed external 

networks and connections. 

• Based on findings of community 

needs analysis follows action 

plan 

• Collaborates across the 

organisation with peers. 

Safeguarding 
the people we 
support 

Aspect is committed to providing an environment free from abuse, neglect and 

exploitation of the people we support.  

 

Coordinators, Managers and Executive are responsible for ensuring staff:  

• Follow safeguarding guidelines as outlined in Aspects Safeguarding the 

People We Support policy and Code of Conduct.   

• Complete all mandatory safeguarding training 

• Comply with mandatory reporting and legal requirements 

 

Coordinators are required to: 

• Alert next level Managers to any concerns and/or issues that may warrant 

investigation 

 

 

Managers and Executive are required to: 

• Be the escalation point for all concerns and/or issues and investigate, in 

consultation with relevant business unit (i.e. HR/Quality) 

• Promote a safeguarding culture and educate staff in understanding 
the need for ongoing vigilance 

• Internal reporting systems, 

procedures and policy 

requirements are adhered to and 

fulfilled (i.e. Riskman 

reporting/actions) 

• All external reporting agencies 

are notified as required and 

within timeframes 

• Investigations are followed 

through to resolution and 

learnings used to inform 

improved practice. 

• Learning Management System 

(LMS) confirms staff have 

completed mandatory training  

• Voice survey results report staff 

are comfortable to raise 

concerns and/or issues and they 

are acted upon 

Leadership 
and team 
management 

• Leads a team of Support Workers (SCHADS L2 & 3) and Regional 
Service coordinators (SCHADS L4) in the delivery of multiple and/or 
complex individual services by inspiring, motivating, coaching, evaluating 
performance, and providing feedback to staff.  

• Utilization of staff is optimized 
with high retention rates and  
turnover is below industry 
standards, 
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PART B:OUTCOMES 

Key Result 
Area 

Requirements & Expectations Success Indicators 

• Maintain staffing levels to meet designated region’s budgeted targets  

• Effectively coordinates the recruitment process to fill vacancies across 
the designated region’s programs and/or sites using Support Workers 
(L3) and Regional Service coordinators (SCHADS L4) to assist with 
candidate shortlisting, interviews and reference checks using the 
SCOUT system 

• Coordinates new staff induction processes in conjunction with the 
Support Workers (L3), and Regional Service coordinators (SCHADS L4) 
and the Aspect People team.  

• Coordinates the roster requirements weekly for each service and 
program to arrange cover for vacant positions and pre-booked leave 
using the most cost effective option and the budget. 

• Coordinates the completion of timesheets for the designated region’s 
service and programs on a fortnightly basis and act as the referral point 
for all payroll enquiries.  

• Provide staff with support, opportunities for reflection and professional 
development  

• Keep staff abreast of developments in Aspect, including new initiatives 
and changes in policy 

• Attend promptly to issues raised by staff and identify opportunities for 
improvement  

• Ensure staff are meeting the role requirements as outlined in position 
profile and where necessary address performance gaps by following 
relevant policy and procedures and by contacting HR Business Partner 
for support. . 

• Creates a positive learning and development culture.  

• Understands and applies contemporary human resources practices.  

• Ensures required business outcomes/performance measures/KPIs are 
understood and able to be met by team. 

• Adequate cover arrangements 
are in place for planned and 
unplanned leave  

• Hours of work and staff 
absences are accurately 
captured and entered into 
payroll system 

• Monitors performance and sets 
objectives for Support Workers 
(L2 & L3) and Regional Service 
coordinators (SCHADS L4) to 
ensure objectives are being 
met. 

• Achieves positive outcomes and 
meets business performance 
targets through effective staff 
performance processes and 
development. 

• Guides Support Workers (L3) to 
work effectively with their teams 
and provides appropriate 
support as needed. 

• Puts in place systems and 
resources to enable all staff to 
complete appropriate training. 

• Staff report high engagement as 
demonstrated by feedback from 
team meetings and support and 
supervision meetings. 

Operational & 
Financial 
reporting 

• Responsible for the preparation of designated regions budget for review 
by state manager and national manager and carries out associated 
finance and administration tasks within Aspect’s financial delegations. 

• Makes recommendations and 
contributes to budget and 
service target preparation. 
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PART B:OUTCOMES 

Key Result 
Area 

Requirements & Expectations Success Indicators 

• Identifies and reports on variances from expected practices. 

• Works with staff and Manager of Community Engagement & Operations 
to implement and meet budget expectations. 

 

• Manages, monitors and 
regularly reviews service 
provision and expenditure to 
meet budget expectations. 

• Resolves variances to budget 
and reports regularly, escalating 
appropriately. 

New Business 
& Access & 
Intake 

• Has an active role in leading and carrying out the Aspect Adult 
Community Services marketing plan 

• Actively seek and onboard new customers to support the delivery of 
Aspects strategic plan 

• Coordinate and oversee the regional intake and access process of new 
participant’s to Aspect Adult Community Services 

• Ensure that monthly access and intake reporting for region is completed 
on time. 

• In conjunction with the Manager of Community Engagement & 
Operations, the coordinator builds networks and relationships to extend 
Aspect’s service reach, profile and influence and contribute to the 
development of communities in which people on the Autism Spectrum 
and their families are included and valued. 

• An active presence is 
demonstrated at the central 
intake meetings.  

• A range of communication 
formats are used, electronic, 
hard copy and face-to-face 

• Communication meetings with 
families exist and are 
documented 

• Family involvement and 
engagement is monitored 
through Net Promoter Score 
(NPS) management tool, high 
customer retention and low 
customer complaints. 

• Intake and access KPI’s, as 
outlined in the business plan are 
met. 

Personal 
Accountability 

• Meets organisation targets for the regional team in terms of WHS and 
risk management and compliance. 

• Minimises or eliminates injury and risk through putting in place and 
monitoring appropriate work procedures. 

• Uses and regularly refers to Aspect’s risk matrix to identify and respond 
to risk. 

• Provides opportunity for Support Workers (SCHADS L2 & L3) and staff 

• Understands the intent and 
framework of relevant 
compliance legislation, quality 
standards, policies & 
procedures relevant to the role, 
and where to find necessary 
information.  

• Addresses and mitigates risk in 
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PART B:OUTCOMES 

Key Result 
Area 

Requirements & Expectations Success Indicators 

to report hazards and risks and provide feedback. 

• Resources and provides staff training activity and maintains appropriate 
and up to date records. 

• Implements and regularly reviews policy, procedure and structure that is 
effective and appropriate, and responds to feedback from staff and other 
stakeholders. 

accordance with the Aspect risk 
matrix.  

• Contributes to the health, safety 
and wellbeing and to an 
effective workplace.  

• Understands the need to 
appropriately use financial and 
other resources.  

• Able to market and promote 
organisation service offerings 
and work with other agencies 
and stakeholders. 

Stakeholder 
Relationships 

• Build networks and relationships that extend Aspect’s service reach, 
profile and influence and contribute to the development of communities 
in which people on the Autism Spectrum and their families are included 
and valued. 

• Work with families and services to understand families’ communication 
preferences and needs and determine agreed plans for relationship 
development. 

• Promote levels of trust and support by using proactive strategies to build 
relationships with families and facilitate relationship building between 
staff and families. 

• Work with service and program teams to establish an environment in 
which families feel safe, welcomed and free to voice their opinions. 

• Supporting Aspect wide initiatives that enhance service quality and 
access to Aspect services in a manner consistent with Aspects strategic 
directions, values, policies and procedures. 

• Represents the organisation appropriately externally and in accordance 
with agreed plans for relationship development. 

• Promotion of regional service by 
attendance at industry network 
meetings, expos, participation in 
community/local activities etc. 

• Families/friends preferred mode 
of communication are recorded 
and all  communication is 
documented 

• Family involvement and 
engagement is monitored 
through  Net Promoter Score 
(NPS)  

• Practical demonstration of 
Aspect Adult Community 
Services being supportive of 
people on the autism spectrum 
having an active voice.  

Innovation • Encourages team members to provide feedback and suggestions on the 
work environment and work processes. 

• Provides regular opportunities for staff to provide feedback and ideas, 

• Approaches own work and 
problem resolution creatively 
and flexibly.  
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PART B:OUTCOMES 

Key Result 
Area 

Requirements & Expectations Success Indicators 

ensuring items are discussed and acted upon as appropriate. 

• Implements proactive training and education to ensure that staff are 
using up to date technology and procedures. 

• Utilises organisation’s quality systems to monitor and implement agreed 
service improvement approaches in the team. 

• Understands and makes sound decisions based on the boundaries of 
the team’s responsibility. 

• Supports innovation and 
creativity at the individual and 
team level.  

• Understands quality principles, 
and application of quality 
improvement methods.  

• Resolves problems and 
foresees consequences. 

Workplace 
Health & Safety  

 

It is a requirement for all staff to: 

• Take reasonable care for their own health and safety  

• Comply, so far as the worker is reasonably able, with any reasonable 
instruction that is given by the person conducting the business or 
undertaking to allow the person to comply with legislative requirements. 

• Report unsafe conditions or practices, and make suggestions to their 
manager on improving work, health & safety at Aspect. 

• Participate in the staff consultation process about Work Health & Safety 
matters. 

• Understand and adhere to Aspect’s Code of Conduct. 

 

• Observe at all times Aspect’s 
safety policies and procedures 
are followed including site 
specific work practices and 
management instructions. 

• All hazards, incidents and 
injuries are reported to 
management as per Aspect’s 
risk management procedures  

• Health safety and welfare of self 
and others is ensured as far as 
reasonable  

• Actively participate in safety 
consultation as required. 

After 
Hours/On-call 
responsibilities 

• The Service Coordinator – Designated region is required to provide after-
hours, public holiday and weekend support to staff filling shifts if and when 
required. This includes;  

• Responding to and managing any query or incident that occurs after 
hours, on a public holiday or weekend  

• Liaising with internal and external stakeholders when required 

• Backfilling staff absences & rostering  

• Escalating an incident or issue when needed to Community Engagement 
& Operations Manager and/or National Manager. 

• An on call roster will be distributed to all Service Coordinator roles 

• Rostered On-call staff are 
available to provide support and 
if needed respond within a 
suitable timeframe  

• Out of hours coverage is 
provided to support Participants, 
staff and other stakeholders. 

• On call staff can be used to 
ensure staff are rostered and 
participants and family members 
are notified when absences 
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PART B:OUTCOMES 

Key Result 
Area 

Requirements & Expectations Success Indicators 

(SCHADS L4 & L5) outlining the dates for on call coverage and providing 
details of the nominated Service coordinator to contact. 

• On-call staff must be ready to respond and if necessary return to work on 
a moment’s notice .Whilst rostered on-call a staff member is prohibited 
from engaging in activities that will impair their ability to perform their work 
duties, such as alcohol or drug use. 

occur. 

 

• PART B: POSITION CRITERIA 

Technical 
qualification, 
knowledge & 
experience 

• Knowledge of Disability Services Standards and requirements under Disability Services Acts 

• Sound knowledge of person centred and human rights based approaches 

• Knowledge of the role of the organisation and its structure and service; 

• Practical experience in working with adults with disabilities. 

• Demonstrated experience in meeting the needs and wants of people with disabilities 

• Good communication skills, both written and oral 

• Personal effectiveness - integrity, initiative, flexibility/adaptability, sensitivity, resilience, and able to tolerate stress, 
attention to detail 

• Ability to resolve problems, perform routine and/or complex duties, and organise work in an efficient and effective 
manner. 

• Able to think on your feet 

• Sensitivity to the needs and aspirations of people with disability and their families 

• Able to work in a dynamic and changing environment 

• NDIS Worker Screening Check clearance  

• Working with Children Check WWCC (for relevant state) appropriately cleared  

• Completion of NDIS Worker Orientation Module 

• International Police Check (IPC) if relevant 

• Valid drivers licence and willingness to travel as required 

Aspect 
Leadership 
Framework 

• Demonstrated capacity to operate effectively within the Aspect Leadership Framework which addresses four focus 
areas: 

• People, teams and relationships – how we work with and through people to achieve our goals 

• Self-leadership and professionalism – how we behave and model personal effectiveness 

• Vision and outcomes – how we look to the future while keeping an eye on what is happening now 

• Adaptive leadership – how we lead through challenge, change and uncertainty 
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PART C: APPROVED BY MANAGER 

Name: Executive Manager, Individual & Community Services 

 

June 2019 

 


