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JOB DESCRIPTION
POSITION:     SUPPORT SERVICES COORDINATOR

REPORTS TO:     MANAGER SUPPORT SERVICES
RESPONSIBILITIES:
· coordinating services referred by residential aged care facilities, community and disability service providers, by allocating staff to clients; matching their qualifications, skills and other characteristics to those required in the service provision;

· providing a second on-call service, as required (approximately once every six weeks, this role is back up only to the after-hours coordinator);

· data entry on HenderCare’s software program of services booked and other related information;

· attending marketing meetings as required by the Manager Support Services and or other Managers;

· receiving of complaints/grievances and forwarding the same to the Manager Support Services;

· liaising with aged care facilities, community and disability service providers, case managers and acting as HenderCare’s representative as required;

· preparing reports and or assisting in the collation of data as required;

· other duties as directed by the Manager Support Services and Chief Executive Officer.
PERSON SPECIFICATION

Experience 

The Support Service Coordinator will have a health service or agency background and have experience coordinating related services/programs. 

Qualifications Skills & Knowledge

The Support Services Coordinator should hold qualifications in nursing, disabilities, aged care or an allied health profession.

A sound knowledge of government and non-government health services is desirable. 

Experience with a roster software program or another similar software package is desirable.

The Support Services Coordinator should be proficient in Microsoft Office, particularly the following :-

· Word

· MS Outlook

Personal Qualities/Attributes

The successful candidate will :-

· have energy and enthusiasm;

· be ambitious and thrive in a challenging work environment;

· have initiative and confidence in own ability and skills;

· have a very professional and confident telephone manner;

· have the capacity to absorb new knowledge quickly;

· offer a high level of professionalism in dealing with people;

· be able to work under pressure to meet tight deadlines;

· be a team player, with the ability to work independently;

· have a strong commitment to providing excellent service to both staff and clients;

· offer a high level of loyalty and confidentiality;

· be able to prioritise work effectively.
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