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 2013 

neaminational.org.au 

Position Description 

Community Rehabilitation Support 
Worker – Intake  

Section A: Position Details 

 

Position title: Community Rehabilitation and Support Worker – Intake  

Employment Status: Part Time (0.6 FTE) 

Classification and Salary: CSD Level 2, $63,670 - $68,264 per annum (pro rata) dependent on skills 
and experience 

Location: Mackay Intake, Assessment and Triage Service 

Hours: Monday to Friday, 8:30am – 5:00pm 

Contract details: Max term contract ending 30 June 2021, subject to 6 month probationary 
period 

 

Organisational Context 

Neami National is a community-based recovery and rehabilitation service supporting people living with mental 
illness and psychiatric disability to improve their health, live independently and pursue a life based on their 
own strengths, values and goals.  We provide services in almost 40 locations, ranging from the inner-city and 
suburbs to regional and remote parts of Australia.  

Our vision is for full citizenship for all people living with a mental illness in Australian society. Our mission is to 
improve mental health and wellbeing in local communities across the country.  We believe that recovery is an 
individual process and that with the right kind of support everyone can live a life based on their own strengths, 
values and goals for the future.  

We use an approach called the Collaborative Recovery Model (CRM) to support people through our services. 
The CRM assists individuals to identify their personal strengths and values, to set goals and then helps them 
make progress towards achieving them. 

We are a smoke free organisation. 
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NQ Intake, Assessment and Triage Service Overview 

The Intake, Assessment and Triage Service is a new service commencing operations in early April. Initially this 
service will receive referrals from GPs. The role of the Intake, Assessment and Triage Service is to screen 
referrals to determine eligibility, assess individual needs and refer individuals to the relevant service provider 
or community service in the area.  The Intake, Assessment and Triage Service has been funded by the North 
Queensland PHN as part of their Stepped Care suite of strategies.   The staff team at each Intake, Assessment 
and Triage Service will consist of a Service Manager, a Clinical Lead and Triage Mental Health Clinicians as 
well as Intake workers.  The three teams will be overseen by the Regional Manager, North Queensland. 

Position Overview 

The Intake, Assessment and Triage Service is a new Neami service located in Cairns, Townsville and Mackay.  
The CRSW – Intake will be part of a multidisciplinary mental health team delivering high quality mental 
health intake, assessment and triage services for individuals in the region who experience mental health 
issues and are seeking support.   

The CRSW-Intake Worker will provide the intake function; receiving initial referrals, undertaking eligibility 
screening and referring to the Mental Health Clinical Support Coordination Team. This position is not 
required to be clinical.  

CRSW - Intake Workers will work as part of a collaborative team approach, supported by regular opportunities 
to reflect upon their practice and access comprehensive training and development.  

Period of Employment 

Max term contract ending 30 June 2021, subject to 6 month probationary period  

Accountability 

The CRSW - Intake Worker is accountable to the Service Manager.  

Conditions of employment 

The terms and conditions of employment will be in accordance with the Neami National Employment 
Agreement – Consumer Service Delivery, Level 2 $63,670 - $68,264 per annum (pro rata) dependent on skills 
and experience p.a dependent on skills and experience 

 

Core requirements prior to any offer, or commencement of employment: 

 

• Criminal record checks are mandatory for all new appointments. Neami National will cover the cost 
of an Australian check. Where a new employee has lived outside of Australia for 12 months or more 
within the last 10 years, the cost of an International check will be borne by the applicant 

• Working with Children checks (are required before commencement of work - Blue Card with Yellow 
Card Exemption or Blue & Yellow Cards (employee responsibility) 

• You must maintain a right to work in Australia, in the position and location of employment during 
your employment with Neami. You must comply with all terms of any such grant of a right to work in 
Australia 
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Section B: Application Procedure 

To discuss the position, please contact: 

 

Name:  Ann-Marie O’Brien 

Title: Service Manager  

Contact Phone Number: 0472656162 

 

Applications should include a CV and a Cover Letter listing the position type and region you are applying for 
and explaining your interest in the position and in working at Neami National.   

To apply, please: 

• Ensure the files are in Word (.doc) or Adobe Reader (.pdf) format.   
 

Closing date for applications:  10 July 2020  

Please visit www.neaminational.org.au for more information on our organisation, services and other 
employment opportunities around Australia.   

  

file://///neami08/Data/Payroll%20HR/HR/HR%201/Recruitment%20&%20Selection/Position%20Description%20Templates/PD%20Templates%20-%20New%20Logo/www.neaminational.org.au


   

 

 

CRSW – Intake                                   Position Description June 2020 

 

4 of 6  

Section C: Key Responsibilities 
Receive intake requests, assess and provide appropriate support and 
advice 

• Receive and action incoming referrals via a dedicated 1300 telephone line, Fax and email  
 

• Conduct initial contact and initial needs identification 
 

• Undertake subsequent comprehensive intake process of consumers 
 

• Conduct evaluation of referrals for eligibility and urgency; and case prioritisation 
 

• Provide referrals deemed ineligible for service with information or refer to appropriate alternative services 
 

• Allocate eligible consumers to most appropriate Mental Health Clinical Support Coordinator 
 

• Engage consumers and develop trusting and professional relationships 
 

• Engage consumers, using the strengths-based approach with the principles of recovery 

• Maintain accurate individual consumer files and databases in accordance with the policies and 
procedures of Neami and the service agreement with NQPHN 

• Promote the principles and practice of service coordination to ensure that consumers are at the centre of 
service delivery and receive a timely, coordinated response to their health and social needs 
 

• Hold a Portfolio in an identified area of interest, undertake and support service mapping, building 
relationships with community providers and attend local network meetings 

Participate fully as a team member 

• Using the team approach work collaboratively with immediate team members and other Neami services 
in order to ensure continuity of support and consistency in the comprehensive service to consumers 

• Actively participate in reflective practice through team meetings, decision-making processes, service 
planning session, supervision and staff development activities 

• Assist the team to further develop best practice, review and develop policies, and project submissions 

• Assist the team to regularly evaluate the effectiveness of the service in consultation with consumers 

• Support Neami National efforts in reducing our impact on the environment and work towards a sustainable 
future 

• Contribute and participate with management and colleagues in the development, implementation, 
monitoring and evaluation of the program 

Working with community partners 

• Participate in partnership meetings  

• Build and maintain collaborative partnerships in the community  
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Maintain records and resources 

• Collect, collate and maintain data on consumer referrals 

• With team members collect information on community resources 

• Regularly report to the Manager on outcomes and issues 

• Follow all OH&S procedures to ensure safe work practices  

Section D: Key Competencies 

Creating diverse staff teams 

The values, skills, attributes and commitment of our staff are key to our success and reputation as a national 
mental health service that provides high quality support services to people living with a mental illness.  We are 
strongly committed to further developing and diversifying our work force as part of our strategic directions.  
We celebrate multidisciplinary teams and value the rich skills and experiences brought by applicants from a 
range of sectors and professional backgrounds.  

Further depth is brought by those from diverse cultural backgrounds, Aboriginal staff, and those with lived 
experiences of mental illness and recovery, all of whom are strongly encouraged to apply for any roles that 
match their skills and interest. 

The following competency criteria will inform our selection decision: 

Adhering to principles and values 

• Upholds ethical behaviour, consistent with values as characterised by honesty, fairness responsibility and 
hope 

• Demonstrates integrity and credibility, and fosters open honest communication 

• Demonstrates commitment to the organisation and its values  

Working with people and building relationships 

• Adapts to the team and contributes to a positive team dynamic 

• Listens, consults others and communicates proactively to address conflict 

• Develops and openly communicates self-insight such as an awareness of own strengths and areas for 
development 

• Clearly conveys opinions and information verbally 

• Establishes respectful professional relationships that have clear boundaries with consumers, staff and 
partner organisations 

• Demonstrates an interest and understanding of others and relates well to people at all levels 

• Gains agreement and commitment from others by engaging and gaining respect 

• Manages conflict in a fair and transparent manner  

• Manages disagreements and points of tension with tact and takes appropriate steps to deescalate where 
needed 
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Communicating and facilitating 

• Speaks clearly, fluently and honestly to engender trust 

• Demonstrates awareness of, and ability to regulate own emotional reactions 

• Adapts communication style to meet the needs of others 

• Demonstrated understanding of the mental health sector  

Planning, organising and problem solving 

• Manages time effectively 

• Sources and organises resources required for a task 

• Is accountable and proactive about reviewing progress and outcomes 

• Appropriately follows instructions from others and understands and respects authority 

• Exercises common sense in making judgments and seeks solutions to problems 

Adapting and responding to change, and coping with challenges  

• Adapts to changing circumstances and responds to the reactions and feedback of others 

• Adapts interpersonal style to suit different people or situations 

• Shows respect and sensitivity towards diversity 

• Deals with ambiguity, making positive use of the opportunities it presents 

• Puts appropriate boundaries around personal issues  

• Maintains a hopeful and positive outlook even during challenging times at work 

• Demonstrates self-awareness and ability to reflect and handle feedback well and learn from it 

In addition you will need:  

• Computer literacy  

• Current Australian driver’s licence 

 


