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The Disability Support Worker is responsible for implementing training and support services aimed at maximizing the living, employment, social and recreational skills of people with a disability. Community inclusion, independence, decision making, and personal choice should be promoted through these supports, with a focus on individual needs.
RESPONSIBILTIES AND DUTIES
· Support clients to participate in age appropriate activities and tasks including employment, in home support and community access.
· Support clients to access activities and outings in the community.
· Provide direct care assistance to each client in accordance with their service plan and as directed.
· Work in accordance with the medication administration policy, work health and safety procedures and client right's policies including privacy and confidentiality.
· Monitor the safety and well-being of the clients and report any concerns to the Manager.
· Provide 1: 1 or small group training and support in response to individual client needs.
· Ensure completion of appropriate documentation.  Relevant information on support provided is to be recorded in client notes and communication book as required.
· Participate in the Lifestyle Service Planning process for individual clients and monitor outcomes.
· Work with clients, family/ carers, relevant case managers and other professionals to support the client's individual goals.
· In conjunction with other members of staff assist in developing, implementing and evaluating training and behaviour programs to attain identified individual goals.
· Ensure that all programming undertaken is appropriately maintained, documented and reviewed.
· Assume the role of key worker for designated clients, including the preparation of a monthly report on client progress.
· Liaise extensively with other staff to ensure the overall smooth and consistent running of the service.
· Report regularly to manager
· Actively contribute to a team environment through open communication, participation in regular staff meetings, planning processes and policy review.
· Provide back up and support to other staff as necessary.
· Participate in Performance Development meetings to identify ongoing training and support opportunities.
· Notify the service if you are unable to work your rostered shifts, with as much notice as possible.
· Contribute to Case reviews with Employment Consultants and Facilitators.
· Clients receive appropriate levels of support essential to promote and maintain independence and participate in age appropriate activities.
· All clients receive a high level of care and support as per their Lifestyle Service Plan (LSP).
· Personal care is provided to clients in a caring and supportive way.
· Documented evidence demonstrates that service procedures are followed.
· All policies and procedures are followed.
· Records demonstrate that clients have received correct medical and dietary intakes as prescribed by medical practitioners and as per service policy and procedures.
· Client files are updated and reviewed and health care and behavior support plans are in place as required.
· Documentation of annual Lifestyle Service Plans and reviews are sighted by the Manager.
· Daily documentation completed (i.e. diaries and daily statistics).
· A high level of communication with the Manager is maintained including advising of any potential risks to clients or the organisation.
· Induction, WHS, Manual Handling, Medication and Infection Control training are undertaken on commencement.
· Documentation is completed and maintained as per procedures.
· Sufficient notice (as much notice as possible) is provided for all rostered shifts you become unable to work.
· Employee code of conduct is adhered to.
PERSONAL QUALITIES
· Being adaptable to changing circumstances and being able to prioritise work.
· Client focused, and person centered
· Commitment to social and inclusion and valuing difference and diversity.
· Staff that deliberately breach this dress code may be subject to disciplinary action.
· Staff must comply with <company name>’s Privacy and Confidentiality Policy and
Procedure regarding the collection, storage, use of personal and health information.
· <company name> does not accept any form of aggressive, threatening or abusive behaviour towards its staff by other staff, clients or stakeholders.
· Internet and email are provided to staff members is for genuine work-related purposes.
· Use of <company name> communication and information devices are for work purposes only.
· Staff must not share their passwords with another staff member.
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<company name> is committed to building and promoting a diverse and talented workforce that has the support and capacity to deliver high quality services to its participants. <COMPANY NAME> strives to provide a positive working environment in which all staff are valued and encouraged to contribute. As an equal opportunity employer, <company name> actively encourages applications from Aboriginal and Torres Strait Islander peoples, people from culturally and linguistically diverse backgrounds and people with a disability. 
<company name> appoints a Registered nurse to contribute to the goals and functions of the business. The Registered nurse provides specialist hands-on nursing care, training and supervision of a delegated worker to respond to the complex care needs of a participant. A Registered nurse has a strong commitment to enhancing daily living skills of participants/clients and their families/carers. The Registered nurse provides individual assessments, management, treatment and supports to individuals, families, significant others dealing with disabilities. In addition to a Registered nurse’s responsibilities, the role requires attendance of regular meetings and quarterly/annual Committee meetings. 
Community inclusion, hope, independence, decision-making, compassion, service excellence, and personal choice should be promoted through these supports.
RESPONSIBILTIES AND DUTIES
· Providing professional individual specialist nursing care to clients/participants who have high care needs in accordance with their support plans and as directed, honouring the individuality of the client/participant.
· Provision of care, assessments, training and supervision of support workers to respond to the complex care needs of a participant.
· Provide consistence aid assessment, recommendation and training. 
· Administration of medications to patients and monitoring them for side effects and reactions.
· Prescribing assistive medical devices and related treatments.
· Maintaining accurate, complete health care records and reports.
· Recording participants/clients’ vital signs and medical information.
· Monitoring, reporting, and recording symptoms or changes in participants/clients’ conditions.
· Assessing, implementing, planning, or evaluating participant/clients nursing care plans by working with other support providers.
· Modifying participant’s health treatment plans as indicated by conditions and responses.
· Contributing to the clinical education of self and others.
· Consult with <company name> Management Team as necessary to ensure Support Team receive ongoing training and skills development relevant to participant health and medication management
· Tracking, monitoring and reviewing health records, protocols and plans for participants within services and guidelines.
· Liaising with participants, their families, and members of our multidisciplinary team to achieve client outcomes in accordance with this NDIS plans. 
· Provide education, advocacy, case management, and where appropriate referrals and connections to other agencies to meet the client’s/participant’s needs and achieve their goals.
· Offer a promise of confidentiality and explain the limits of duty of care.
· Maintaining accurate records of client attendance, appropriate case notes and necessary forms.
· Obtain consent from the client/participant before divulging any information or contacting other parties.
· Ensure that the service delivery is in keeping with the Disability Service Standards and the appropriate policies and procedures of <company name> and legislative requirements. 
· Work in accordance with the Medication Management Policy and Procedure, Work Health and Safety Policy and Procedures, Participant Rights and Responsibility Policy and Procedure, and Privacy and Confidentiality Policy and Procedure.
· Monitor the safety and well-being of the participants and report any concerns to the Management Team.
· Relevant information on support provided is to be recorded in case notes and client files as required.
· Report regularly to the Management Team, particularly the Staff and Support Coordinators. 
· Actively contribute to a team environment through open communication, participation in regular staff meetings and partake in planning processes and policy review.
· Provide back up and support to other staff, as necessary.
· Participate in Performance Development meetings to identify ongoing training and support opportunities.
· Notify the service if you are unable to work rostered shifts, with as much notice as possible.
· Contribute to Case Reviews with Staff Coordinator.
Skills and Competencies 
· Excellent interpersonal and communication skills. 
· Ability to engage people from all backgrounds.
· Ability to develop a rapport with clients/participants to build a relationship of trust and mutual respect. 
· Ability to consistently and effectively engage clients/participants.
· Ability to build and sustain professional working relationships.
· Ability to create a safe and relaxed environment where clients feel comfortable. 
· Adaptability to changing circumstances.
· Emotional intelligence and ability to manifest empathy through strong interpersonal skills. 
· Commitment to social inclusion and valuing difference and diversity.
· Ability to maintain the capacity to set boundaries and accept the limits of what can be accomplished during a specified period of time.
· Ability to listen carefully and actively, ask pertinent questions and retain verbally transmitted information is vital.
· Ability to evaluate ones own performance and work toward improving it.
· A sound understanding of person-cantered approaches and person-centered planning.
· Proven skills in multitasking, organisation and prioritizing.
· Be professional and well presented with a positive 'can do' attitude.
· Ability to develop succinct case notes and records including case conceptualisation
· Ability to work autonomously and demonstrate initiative.
· Ability to liaise with internal and external stakeholders. 
· Ability to think laterally and to be creative. 
· Ability to relate to individuals of various ages, social and cultural backgrounds.
· Ability to understand the needs of people with disability.
· Ability to work collaboratively and be able to function as an effective team member. 
· Must be an active contributor with genuine interest in the company and its business.
· Sound Microsoft Office skills (Word, Excel, PowerPoint and Outlook). 
· Ability to meet deadlines. 
Key Performance Indicators 
· Participants receive appropriate levels of Care essential to promote and maintain independence and improve daily living skills.
· Be committed to ongoing personal and professional development.
· Positive feedback from clients/participants/carers/family members on nursing care is provided. 
· Reflect <company name>’s mission, vision and values in daily interactions and within scope of role.
· Undertake regular supervision and debriefing to develop skills, monitor performance and sustain professional accountability.
· Be responsive to the needs of peers and provide a supportive environment for professional development.
· Delivering the agreed number of sessions at the times negotiated.
· Consistent participation in team meetings, session observations, and practice quality processes as required.
· Demonstrated ability to follow directives and work within a team environment. 
· Documentation of client’s/participant’s records is kept and maintained as per <company name>’s standards and NDIS requirements i.e., Case Notes, Release of Information, Consent Forms etc., and is accurate, legible and concise.  
· All policies and procedures are followed. 
· Participant files and plans are updated and reviewed regularly, and health care and behaviour support plans are in place as required.
· Critical incidents are reported to <company name>’s Management Team and Duty of Care is maintained.
· Daily documentation completed (i.e. diaries and daily statistics) and documentation is maintained as per procedures.
· Maintain a respectful, professional and supportive relationship with <company name> team members and participants/clients. 
· A high level of communication with the Management Team is maintained, including advising of any potential risks to participants or the organisation.
· Induction and Work Health and Safety are undertaken upon commencement of employment and ongoing throughout employment to ensure continuous improvement.
· Sufficient notice (as much notice as possible) is provided for all rostered shifts a Support Coordinator becomes unable to work.
· Participation in meetings with stakeholders is reported to Operations Manager. 
· Employee Code of Conduct is adhered to.
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· Assist participants, their families and support teams to identify their needs through assessment and individual planning, to develop meaningful goals and practical strategies to support participants to meet their goals in their home and community. 
· Work in a multi/trans-disciplinary model with a range of allied health professionals to provide a holistic and integrated approach to supports.
· Provide clinical knowledge, expertise and support to individuals, families and support staff.
Position Objectives 
· Develop and implement individually designed participant related support plans within specified timeframes, including complex case management as part of creating those plans 
· Plan, deliver and evaluate behaviour supports relating to the individual’s needs in line with relevant legislative and ethical requirements  
· Plan, implement and review training and support plans for participants, support staff, families and carers in positive behaviour support and specialist topics as required.  
· Apply advanced clinical reasoning skills with support from the Director 
· Use principals of evidence-based practice as part of all service delivery 
· Provide support which reflects the Disability Services Standards, Child Safety, NDIS and other relevant legislative requirements and to report any potential breaches to <company name> management 
· Actively promote <company name> Purpose and Values in everyday work and in the community  
· Follow, contribute and work in a culture committed to continuous improvement of the <company name> work environment 
· Follow and implement Work Health & Safety (WHS) guidelines and instructions 
· Undertake administrative tasks necessary for the role including maintaining appropriate documentation and systems to safeguard the wellbeing of the participants. 
· Work positively and collaboratively as a member of a multi/trans-disciplinary team and respect team values and participate in learning and development opportunities



OH&S RESPONSIBILITIES 
The Director of <company name> recognises its moral and legal responsibilities to provide a safe working environment for its employees, volunteers, contractors, visitors, the general public and those whom we support (our participants) that is safe and healthy.
KNOWLEDGE, SKILLS AND EXPERIENCE 
· Demonstrated skills and experience at a Basic/Core Behaviour Support Practitioner level as outlined in the National Disability Insurance Scheme Quality and Safeguards Commission – Positive Behaviour Support Capability Framework 2019 and to maintain suitability to deliver Specialist Behaviour Support under the NDIS  
· Have an understanding of Positive Behaviour Support principals.  
· Willingness to gain knowledge, understanding and to commit to the policies, procedures and delegations of <company name>, together with relevant legislation 
· Willingness to gain or have an understanding of relevant policy and legislation relating to provision of Specialist Behaviour Support and Restrictive Practices at a National and State/Territory jurisdictional level  
· Willingness to learn how to deliver relevant training for support staff Success Profile – Behaviour Support Practitioner   
· Good communication and interpersonal skills including high level written and problem-solving skills, the capacity to impart knowledge and an ability to motivate others  
· Demonstrated capacity to quickly engage different groups of people, in a variety of contexts, and with differing levels of engagement  
· Demonstrated ability or a willingness to learn to utilise data collection tools, collate information, analyse and prepare reports for relevant stakeholders  
· Experience working with individuals, families and children with a disability  
· Ability to work effectively with a range of stakeholders including individuals, families, Local Area Coordinators, NDIA, the Office of the Public Guardian, other government agencies and specialist support services  
· Good time management and case load management skills  
· An ability to work autonomously as well as part of a team  
· Working with Children Check and National Police Check clearance
· Current driver’s licence and a willingness to drive as per role requirements

Leadership, Support & Supervision
· To ensure that contracted service providers and supporting agencies are providing service which is age appropriate, promotes independence and delivers on individualized quality of life outcomes in line with the Behaviour Support plan.
· To establish and participate in a collaborative approach to support outcomes by developing appropriate processes for reporting and communication and to facilitate this via established processes and in developing new processes as appropriate.
· To identify, where appropriate, staff training and professional development needs in organisations supporting participant outcomes.
Data Collection
· Will ensure data collection obligations are strictly complied with.
· Will be able to interpret data in monitoring staff practice and participant engagement. 
· Will ensure that all required documentation and forms for participant are up to date and stored appropriately.
· Will identify any additional training required or resources necessary in order to facilitate ease of recording and effective use of data.
Key Performance Indicators

	RESPONSIBILITIES
	OUTCOMES
	MEASURES

	




Communication & Promotion
	· To promote best practice BSP programs to participants, parents and supporting agencies
· To ensure that BSP planning processes are comprehensive & fully implemented.
· Regularly seek feedback and satisfaction data from participants, parents and service providers
· Produce information which describes the BSP provided.
	1. All documentation completed on time
2. BSP reflects participant choice.
3. BSP reflects participant needs.
4. Participants receive appropriate supports within BSP limitations
4. Documentation facilitates individual outcomes built around BSP
5. Reports to the Director on BSP performance and goal outcomes 6 Monthly supervision process

	




Systems & Process
	· Identify ‘gaps’ in QMS Policies and Procedures and when requested participate in the development of responses.
· Develop Information to help potential participants understand BSP’s
· Ensure emergency and emergency contact protocols are developed and in place.

	1. Behaviour Support Plans (BSP’s) are completed and presented to the Director for review and evaluation
2. All BSP’s completed on time and according to schedule. 
3. BSP’s contain a minimum of 4 ‘live’ skill-based developmental goals at any point in time.
4. 6 Monthly Report submitted to Director detailing:
· BSP’s and Reviews completed on-time.
· Late or overdue BSP’s or Reviews.
· Issues relating to quality of BSP’s and Reviews produced.
· Report training needs for support staff or issues in need of Director’s attention.
5. Evidence of ongoing review of BSP goals and outcome progress. 

	





Resource Allocation
	· In consultation with participants and nominees recommend supports required for participants and cost resources accordingly.
· Assess support staff are adequately trained to deliver BSP strategies.
· Attend staff meetings (where practical) to promote best practice service delivery. 
· Communicate openly and honestly with all parties.
	1. Training needs are identified and documented for all staff.
2. Implementation/Transition Team Meetings are held as determined 
3. Provide reports to the Director on         staff performance via 6 Monthly reports


	





Data Collection
	· Will use Journal/Diary entries to monitor participant engagement.
· Will use Journal/Diary entries to monitor support agency performance.
· Will develop expertise in all relevant elements & functions of data collection
	1. Demonstrated competency in data collection
1. BSP Goals & Outcomes are reviewed and renewed – ongoing
1. Data including Journal entries are accurate, current & outcome focused.
1. Report to the Director on service provision and goal outcomes via 6 monthly reports 

	

Occupational Health & Safety
	· To ensure all OH&S matters including incidents and near- misses are documented as per established procedures.

	1. Training needs identified and training providers/courses sourced where required
1. Safety improvement recommendations forwarded to OH&S Committee.

	




Service Quality Improvement & QMS Initiatives 
	· Established QMS Policies, Procedures, Forms and Work Instructions are strictly adhered to.
· Established QMS Policies, Procedures, Forms and Work Instructions are refined and adapted where required.
· New/additional QMS Policies, Procedures, Forms and Work Instructions are developed where required.
	Recommend service improvement initiatives where identified

	








General
	· BSP is age appropriate
· BSP maximizes choice and control for participants.
· BSP’s do not require restrictive interventions.
· Communication is in a manner which best suits the needs of participants and service providers
· BPS are fully informed by comprehensive and documented Plans.
· BSP Supports are provided in a consistent and professional manner.
· Communication with all participants, families, advocates, service providers is ongoing and recorded.
· BSP Support is delivered in a safe, age appropriate and dignified manner.
	1. All BSP’s have been cooperatively developed and are being consistently implemented 
2. Communication checklists and Communication Coordinator support has been requested
3. No unauthorised Restrictive Interventions implemented.
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<COMPANY NAME> is committed to building and promoting a diverse and talented workforce that has the support and capacity to deliver high quality services to its participants. <COMPANY NAME> strives to provide a positive working environment in which all staff are valued and encouraged to contribute. As an equal opportunity employer, <COMPANY NAME> actively encourages applications from Aboriginal and Torres Strait Islander peoples, people from culturally and linguistically diverse backgrounds and people with a disability. 
<COMPANY NAME> appoints a Director to contribute to the goals and functions of the business. This appointment will provide <COMPANY NAME> with greater insights and awareness of important business and industry issues and be able to appropriately and thoroughly examine their impact on strategy. This is a newly created role. In addition to management responsibilities, the role requires attending weekly meetings and several quarterly and annual board Committee meetings. It is also necessary to take part in financial reporting and general compliance issues.
Position Responsibilities and Duties  
· Ensuring that the service has appropriate systems and policies in place for the effective governance and management of the service
· Providing leadership, forward planning and guidance to the service, particularly in relation to developing a strategic culture and direction
· Authority, accountability, and control on behalf of the service
· Overseeing legal functions and responsibilities
· Identifying, evaluating and mitigating risks to the service and its stakeholders (management, staff, participants, families and children), property, finances, goodwill and image
· Overseeing implementation of the service’s human resources policies, procedures and practices including the development of job description for all staff
· Determining staffing requirements for service management and program delivery
· Recruiting staff that have the right technical and personal abilities to help further the service’s Mission
· Conducting official correspondence on behalf of the service
· Performance management of staff, when necessary, in accordance with <COMPANY NAME> policies and procedures and legal requirements
· Establishing a positive, healthy and safe work environment in accordance with all appropriate legislation and regulations
· Working with staff to prepare a comprehensive annual budget and managing the service’s finances
· Identifying, assessing and informing the Management Team and staff of internal and external issues that affect the service
· Overseeing the planning, implementation and evaluation of the service’s programs, services and special projects
· Researching funding sources and overseeing the development of tenders and fundraising plans
· Ensuring that good recordkeeping, bookkeeping and accounting procedures are followed
· Communicating with stakeholders to keep them informed of the work of the service and identifying changes and needs in the local community; and
· Establishing good working relationships and collaborative arrangements with other service providers, community groups, participants, families, carers, local, state and federal government agencies and other organisations to help achieve the goals of the service.
Skills and Competencies 
· Excellent written and verbal communication. 
· A strong ability to inspire, motivate and maintain a positive culture within our business. 
· Ability to think laterally and to be creative. 
· Strong leadership abilities. 
· Ability to develop, drive and implement strategies to provide a positive influence on <COMPANY NAME>’s continuance improvement and performance.
· Ability to relate to individuals of various ages, social and cultural backgrounds
· Must have a person-centred approach. 
· Ability to work collaboratively and be able to function as an effective team member. 
· Emotional intelligence and ability to manifest empathy through strong interpersonal skills. 
· Ability to work well in a team environment, listen well, be tactful and yet be able to communicate a cogent and candid viewpoint.
· Must be able to demonstrate good business instinct and acumen and be able to assimilate and synthesise complex information. 
· Must be an active contributor with genuine interest in the company and its business.
· Intermediate Microsoft Office skills (Word, Excel, PowerPoint and Outlook) is essential. 
· Organisational skills and ability to meet deadlines.  
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<COMPANY NAME> is committed to building and promoting a diverse and talented workforce that has the support and capacity to deliver high quality services to its participants. <COMPANY NAME> strives to provide a positive working environment in which all staff are valued and encouraged to contribute. As an equal opportunity employer, <COMPANY NAME> actively encourages applications from Aboriginal and Torres Strait Islander peoples, people from culturally and linguistically diverse backgrounds and people with a disability. 
<COMPANY NAME> appoints an Occupational Therapist to contribute to the goals and functions of the business. Occupational Therapist provide direct therapeutic supports to clients/participants of <COMPANY NAME>  to assist participants aged from 7 years to apply their functional skills to improve participation and independence in daily practical activities such as in areas of personal care, mobility and movement and community living. An Occupational Therapist has a strong commitment to maintaining and enhancing the quality of life, improve daily living and build capacity to people with disabilities and their families in a range of settings. The Occupational Therapist provides assessments, planning, develops strategies, makes recommendations, and provides therapy and training to individuals, families, significant others dealing with disabilities. In addition to an Occupational Therapist’s responsibilities, the role requires attendance of regular meetings. 
Community inclusion, hope, independence, decision-making, compassion, service excellence, and personal choice should be promoted through these supports.
Position Objectives 
· Providing professional individual and group occupational therapy supports to clients/participants in accordance with their support plans and as directed, honouring the individuality of the client/participant.
· Provide assessments, recommendations, and or training to participants/clients of <COMPANY NAME>. 
· Develop individual and group programs and provide assessments and treatment of individuals with chronic and complex health needs, or needs related to long term disability or severe injury. 
· Completing sensory and functional assessments, completing reports, making recommendations for home modifications, developing and providing sensory integration home treatment programs, or designing routines around daily living skills to maximise a client's/participant’s independence.
· Training clients / carers in the correct and safe use of the equipment.
· Contributing to the clinical education of self and others.
· Support all children 0-6 years with developmental delay or disability and their families to achieve better long-term outcomes, regardless of diagnosis. 
· Provide person-centred and individualised therapy to ensure that participants receive the right supports to meet their goals and aspirations. 
· Provision of Support Coordination within a specialist framework necessitated by specific high level risks in the participant’s situation.
· Address barriers and reducing complexity in the support environment. 
· Drive to deliver evidence-based and tailored therapy to children, young people and adults with disability and other complex support needs. 
· Work with clients/participants and families to identify strengths, skills and goals.
· Use appropriate assessment tools and methods to assess strengths and areas of development, in order to identify suitable intervention strategies.
· Training trauma and stroke patients to mobilise again and use related equipment such as walking frames, splints, crutches and wheelchairs. 
· Assist a child with developmental delay and/or disability and their family/carers in home, community and early childhood education settings, to work towards increased functional independence and social participation. 
· Provide education, advocacy, case management, and where appropriate referrals and connections to other agencies to meet the client’s/participant’s needs and achieve their goals.
· Assist participants with reviews of their NDIS plan through the provision of assessments, recommendations and reports. 
· Meeting with participants to discuss their lifestyle issues and goals and assist them with overcoming barriers, capacity building and improving daily living skills.
· Providing relevant information or resources specific to the client’s needs and goals.
· Offer a promise of confidentiality and explain the limits of duty of care.
· Maintaining accurate records of client attendance, appropriate case notes and necessary forms.
· Obtain consent from the client/participant before divulging any information or contacting other parties.
· Plan, monitor and review client outcomes.
· Ensure that the service delivery is in keeping with the Disability Service Standards and the appropriate policies and procedures of <COMPANY NAME> and legislative requirements. 
· Work in accordance with the Work Health and Safety Policy and Procedures, Participant Rights and Responsibility Policy and Procedure, and Privacy and Confidentiality Policy and Procedure.
· Monitor the safety and well-being of the participants and report any concerns to the Management Team.
· Ensure completion of appropriate documentation. 
· Relevant information on support provided is to be recorded in case notes and client files as required.
· Work with participants, family/carers, relevant case managers and other professionals to
· Support the participant’s individual goals.
· Work in conjunction with other <COMPANY NAME> team members to assist in developing, implementing and evaluating training and behaviour programs to attain identified individual goals and ensure smooth running of the service.
· Ensure that all programming undertaken is appropriately maintained, documented and reviewed.
· Assume the role of key worker for designated clients, including the preparation of a monthly report on client progress.
· Report regularly to the Management Team, particularly the Staff and Support Coordinators. 
· Actively contribute to a team environment through open communication, participation in regular staff meetings and partake in planning processes and policy review.
· Provide back up and support to other staff, as necessary.
· Participate in Performance Development meetings to identify ongoing training and support opportunities.
· Notify the service if you are unable to work rostered shifts, with as much notice as possible.
· Contribute to Case Reviews with Staff Coordinator and Facilitators.
Skills and Competencies 
· Excellent interpersonal and communication skills. 
· Ability to engage people from all backgrounds
· Ability to develop a rapport with clients/participants to build a relationship of trust and mutual respect. 
· Ability to consistently and effectively engage clients/participants.
· Ability to build and sustain professional working relationships.
· Ability to create a safe and relaxed environment where clients feel comfortable. 
· Adaptability to changing circumstances.
· Emotional intelligence and ability to manifest empathy through strong interpersonal skills. 
· Commitment to social inclusion and valuing difference and diversity.
· Ability to maintain the capacity to set boundaries and accept the limits of what can be accomplished during a specified period of time.
· Ability to listen carefully and actively, ask pertinent questions and retain verbally transmitted information is vital.
· Ability to evaluate ones own performance and work toward improving it.
· A sound understanding of person-centered approaches and person-centered planning.
· Proven skills in multitasking, organisation and prioritising.
· Be professional and well presented with a positive 'can do' attitude.
· Ability to develop succinct case notes and records including case conceptualisation.
· Ability to work autonomously and demonstrate initiative.
· Ability to liaise with internal and external stakeholders. 
· Ability to think laterally and to be creative. 
· Ability to relate to individuals of various ages, social and cultural backgrounds.
· Ability to understand the needs of people with disability.
· Ability to work collaboratively and be able to function as an effective team member. 
· Must be an active contributor with genuine interest in the company and its business.
· Sound Microsoft Office skills (Word, Excel, PowerPoint and Outlook). 
· Ability to meet deadlines.
Key Performance Indicators 
· Participants receive appropriate levels of therapeutic supports essential to promote and maintain independence, build capacity, overcome barriers and improve daily living skills.
· Provision of professional, high quality therapeutic services to clients/participants. 
· Be committed to ongoing personal and professional development.
· Participant’s needs are met and their dignity is maintained. 
· Positive feedback from clients/participants/carers/family members on therapeutic supports provided. 
· Reflect <COMPANY NAME>’s mission, vision and values in daily interactions and within scope of role.
· Undertake regular supervision and debriefing to develop skills, monitor performance and sustain professional accountability.
· Be responsive to the needs of peers and provide a supportive environment for professional development.
· Delivering the agreed number of sessions at the times negotiated.
· Consistent participation in team meetings, session observations, and practice quality processes as required.
· Demonstrated ability to follow directives and work within a team environment. 
· All participants receive a high level of care and support service as per their Support Plan.
· Documentation of client’s/participant’s records is kept and maintained as per <COMPANY NAME>’s standards and NDIS requirements i.e. Case Notes, Release of Information, Consent Forms etc., and is accurate, legible and concise.  
· All policies and procedures are followed. 
· Participant files and plans are updated and reviewed regularly, and health care and behaviour support plans are in place as required.
· Critical incidents are reported to <COMPANY NAME>’s Management Team and Duty of Care is maintained.
· Daily documentation completed (i.e. diaries and daily statistics) and documentation is maintained as per procedures.
· Maintain a respectful, professional and supportive relationship with <COMPANY NAME> team members and participants/clients. 
· A high level of communication with the Directors and Operation Manager is maintained, including advising of any potential risks to participants or the organisation.
· Induction and Work Health and Safety are undertaken upon commencement of employment and ongoing throughout employment to ensure continuous improvement.
· Sufficient notice (as much notice as possible) is provided for all rostered shifts a Support Coordinator becomes unable to work.
· Participation in meetings with stakeholders is reported to Director. 
· Employee Code of Conduct is adhered to.
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