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	POSITION DESCRIPTION

	Position Title:
	Care Coordinator 
(Level 3 Registered Nurse)

	Department/Location:
	Community Services
Please refer to letter of employment

	Employment Status:
	Please refer to letter of employment

	Reports To:
	Please refer to Community Services Structure

	Direct Reports:
	Refer to Service Structure, usually includes: Clinical Nurses (CN) Registered Nurses (RN), Enrolled Nurses (EN) , Team Leaders, Home Care Workers (HCWs) and Support Services Workers (SSWs)

	Key Relationships/Interactions:
	Internal: Community Services Manager, Nursing and Administration staff, Home Care and Support Service Workers, Diversional Therapist, Allied Health staff, Volunteers, Anglicare central support teams, Diocesan Shared Services, Financial Services Commission staff.

	
	External: Clients and their carers, Referral Agencies- Doctors/Nurses, Agency staff, Hospital staff.


Position Statement / Overall Purpose:

The Care Coordinator is a Registered Nurse, accountable at an advanced practice level for the coordination, monitoring and delivery of community aged and disability support services. The Care Coordinator is also responsible for clinical staff management and leadership. 
The role supports the provision of human, material and educational resources across all services within the Branch, complying with funder accountability and budgetary requirements. 

The Care Coordinator provides leadership and direction to care, support, lifestyle pastoral care and clinical staff and is responsible for implementing agreed quality improvement plans for safe and client focussed care and support. 

The role is key in supporting the Branch in its Quality Accreditation compliance requirements.

This position works closely with the Office Coordinator. Together these roles support service delivery by overseeing operational, office and day to day issues.

The Care Coordinator will work in accordance with and model the values of Anglicare Southern Queensland (ASQ) and support core business by providing service, guidance and advice within this position’s specialty area. 

Position Specific Requirements & Qualifications:

1. Current National Police Certificate (or eligibility to acquire). 
2. Bachelor of Nursing Degree (or equivalent relevant tertiary qualification)   and relevant experience in a senior management position. 
3. Current registration with AHPRA, evidence of practice within the last 5 years, and a minimum of 2 years’ experience in Aged and/or Disability Care.

4. Current Queensland Driver’s Licence and own reliable transport.

5. May be required to undergo evaluation and be assessed as able to meet the physical and functional

requirements of the role.

Key Selection Criteria:

1. Demonstrated experience in the coordination and evaluation of clinical and care services.

2. Demonstrated ability to provide leadership and supervision to a multi-disciplinary team to achieve high quality and client focussed and consumer directed care 
3. Excellent interpersonal, and  verbal  and written communication skills, including conflict management 

4. Ability to identify professional development needs of staff and to coordinate education programs.
5. Knowledge of legislative requirements of community aged care including the Aged Care Act (Commonwealth 1997) and Disability Service Act 2006 (Qld) and Workplace Health and Safety regulations and requirements.

6. High level of computer literacy in Microsoft Office and demonstrated ability to work with other database programs 
7. Working knowledge of community aged care and disability funding (or ability rapidly to acquire same – including NDIS as it develops) 
8. Demonstrated ability in managing budgets. 
9. Demonstrated ability to assess need, coordinate and contribute to education for care and clinical team members
10. Knowledge of Continuous Quality Improvement and experience in providing organisational support through Accreditation processes. 
Key Accountabilities and Responsibilities: 

1. Accountability: Contemporary practice standards (care and clinical) 
Responsibilities:

· Maintain evidence-based, professional, legal and ethical standards of practice.

· Undertake practice analysis and professional development to ensure currency of knowledge and awareness of contemporary practice in aged and disability care.

· Share knowledge and contribute to improvements in care delivery. 

· Implement outcomes from organisational reviews and other initiatives to enhance service delivery.

· Participate in relevant local forums and organisational communities of practice.

2. Accountability : Coordinate client care and clinical operations    
Responsibilities:

· Coordinate client service delivery 

· Support the development, implementation and monitoring of  local operating processes to ensure compliance with organisational policy and procedures
· Liaise with stakeholders, and attend relevant meetings to market and increase the profile of ASQ and the Service.

· Provide reports on care and clinical operations to the Service or Nurse Manager in accordance with reporting requirements.

· Monitor clinical indicators and implement actions to improve clinical standards and mitigate risks 

· Assist in managing compliments and complaints related to service delivery 
· Ensure client data and documentation is up to date and available.

· Maintain relationships with referrers to ensure maximum  funding utilisation 
· Collate and report on feedback from clients and stakeholders.

3. Accountability: Coordinate, lead and motivate the clinical team within the Service and act as a clinical resource.

Responsibilities:

· Manage the  operations of care and clinical teams on a day to day basis 
· Act as a resource person to all levels of care and clinical staff.

· Contribute to an environment that attracts and retains quality team members.

· Contribute to a values- aligned culture that is productive, professional, collaborative and flexible.

· Collaborate with People & Culture (P & C) to coordinate recruitment, orientation and support of care and clinical team members.

· Provide ongoing feedback on performance to staff, and undertake performance reviews.

· Work with the Service or Nurse Manager to coordinate succession planning for key positions within the Service.

· Disseminate relevant information to clinical staff via various communication methods.

4. Accountability: Understand and contribute to monitoring financial performance of the Service within approved budget.

· Assist the Service or Nurse Manager by ensuring services provided are aligned with the budget. 
· Ensure scheduling and resources are managed in line with approved budgets.
· Coordinate strategies to meet funding targets.
· Assist the Service or Nurse Manager plan, monitor and control the utilisation of physical, care, clinical and human resources. 
· Assist with preparation of funding submissions.
5. Accountability: Coordinate the education and development activities for the clinical team within the Service.

· Collaborate with the Systems and Operations Administrator or Office Coordinator in relation to education and development and ensure education and development activities occur to reach clinical and care service delivery outcomes.

· Coordinate and provide clinical education components of orientation. 

· Liaise with the Quality Learning and Workforce Development (QLWD) team in relation to organisational wide education and development activities including annual competencies.

· Ensure relevant clinical education and development activities are identified, planned and implemented to enhance client outcomes and staff learning / development needs.

· As required develop and implement education and development activities 
· Liaise with the Service or Nurse Manager in relation to specialist education requirements.

· Be responsive to changing health education priorities.

6. Accountability: Implement and use the ASQ systems and coordinate continuous improvement activities and local clinical systems review.

· Collaborate with the Systems and Operations Administrator or Office Coordinator in relation to care and clinical aspects of continuous improvement.  
· In collaboration with Corporate Services staff, promote adherence to ASQ systems including quality improvement, workplace health and safety, human resource, finance, clinical documentation etc.

· Coordinate processes such as clinical audits, accreditation recommendations and review of clinical indicators as required.

· Coordinate clinical aspects of the continuous improvement plan / implement quality initiatives.

7. Other Duties and Requirements

· Do not, during or after employment, disclose information relating to residents, clients and staff of Anglicare or damage the reputation, viability or profitability of Anglicare services;

· Your responsibilities also extend to any tasks outlined on a duties list, or any other tasks delegated to you by your manager/supervisor, provided that those new job requirements are safe, efficient, relevant, legal and within your abilities.

· Participate in out-of-hours care and clinical on-call roster 
· Relieve the Community Services Manager as required. 

Delegation of Authority: 

· In accordance with the Anglicare Delegations of Authority Policy.
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