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POSITION DESCRIPTION 

 

Position title: Sector Support Coordinator, ACT Covid-19 
 
Reports to:  Territory Manager, ACT 
Direct Reports:  0 
Location:  Canberra 
Status: Full time, 38 hours per week (5 days) 

Fixed-term contract for up to 12 months  

 

 
Organisation overview:  
NDS is the national industry association for disability services, representing over 
1,130 non-government service providers. Collectively, our members operate several 
thousand services for Australians with all types of disability. NDS’s members range 
in size from small support groups to large multi-service organisations, and are 
located in every State and Territory across Australia. 
 
NDS promotes the full inclusion of people with disability and this commitment is 
outlined in our Disability Action Plan (DAP). 
 
Background:  
NDS has received funding from the ACT Government to act as a central point of 
contact for the disability to support necessary collaborations in response to the 
Covid-19 pandemic.  
 
The ACT Government funding recognises the important work currently being 
undertaken by the 1.0 FTE Territory Manager ACT role to support the disability 
sector and provides additional capacity to assist the sector and increase 
responsiveness to their potential needs as the Covid-19 pandemic continues.  
 
Position Purpose:  
The ACT Covid-19 Sector Support Coordinator will work closely with the NDS ACT 
Manager to deliver these supports to the ACT disability sector. Activities will include:  
 

 Create links between organisations where there is a risk to the continuity of 
supports for vulnerable clients as a result of service shutdowns during the 
pandemic and recovery. 

 Work with the disability sector and ACT Government to ensure the effective 
implementation of disability sector-related activities from the ACT COVID-19 
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Disability Strategy and the ACT implementation of the Management and 
Operational Plan for People with Disability. 

 Provide feedback on behalf of the disability sector to ACT Health, the 
Community Services Directorate and other relevant agencies to assist the 
ACT Government in making their advice, information and policy decisions fit 
for purpose. 

 Work with the ACT Office for Disability and National Disability Services (NDS) 
members on an ongoing basis to develop and maintain a flexible workplan 
that is responsive to the current and anticipated needs of the ACT disability 
sector. 

 Reach out to NDS member and non-member disability organisations to 
establish communication channels. 

 

Accountabilities 
(examples below) 
 

Key Performance Indicators (what 
does success look like/how will 
performance be assessed) 

 
Support effective communication and 

engagement channels for NDS with ACT 

disability sector organisations to ensure 

NDS is aware of sector issues as they arise 

during the Covid-19 pandemic and 

opportunities to assist the sector are 

identified.  

 

 Support the Territory Manager ACT to 
maintain existing communication 
channels (e.g. regular email news 
updates)  

 Create and maintain new 
communication and engagement 
channels, such as direct contact with 
non-members of NDS  

 Working with the Territory Manager 
ACT, maintaining a register of sector 
issues and potential solutions  

 

Support timely communication of important 

Covid-19 information is provided to the 

sector, from both NDS and government and 

non-government channels  

 

 Timely and up to date communications 
that are provided to the sector  

 Communication collateral produced is of 
a high quality and relevant to the 
information needs of time-poor 
audiences, including clarity of content, 
overall presentation, ease of 
understanding, and adherence to 
accessibility standards 

 Messaging in materials reflects agreed 
standards and NDS’ brand 

 

Provide insights from ACT sector 

engagement to NDS internal processes, 

including ACT and national policy 

development on relevant topics such as 

workforce development, and quality & 

safeguarding.  

 

 Active engagement in NDS internal 
policy development processes, such as 
topic cluster/working group meetings 

 ACT disability sector issues are well-
represented in NDS policy and 
advocacy work, and other sector 
support initiatives  
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Develop a robust and flexible workplan in 

close consultation with NDS Members and 

Organisational Associates, and the ACT 

Office for Disability  

 

 

 

 NDS Members and Organisational 
Associates are engaged in the 
development of workplan activities to be 
delivered by the project coordinator 

 Workplan activities respond to the 
changing needs of the sector as Covid-
19 related risks change and government 
and community public health measures 
are implemented or amended  

 Ongoing support for the project by the 
Office for Disability is maintained  

 

Develop and implement mechanisms for 

ongoing collection of project performance 

data, and use these to develop final report 

for funding body  

 Streamlined mechanisms for collection 
and use of project evaluation data are 
developed and maintained. Data will 
include:  
o the number and types of 

collaborations supported; 
o how the funding has supported the 

operations of the organisation to 
deliver services during and in the 
recovery phase of the Public 
Health Emergency; and 

o outcomes as per the workplan 
agreed to with the Office for 
Disability 

o any additional quantitative and 
qualitative measures to align with 
the ACT Community Services 
Directorate's COVID-19 Outcomes 
and Reporting requirements  

 Data is available and used to provide 
regular updates to the ACT Office for 
Disability, as required.  

 

 
Key attributes  

(These refer to capabilities - skills, behaviours, personal qualities, experience that 
the position holder is required to have to be successful)  
 

1. Demonstrable understanding of Covid-19-related public health measures and 
the disability services sector with the ability to interpret and contextualise 
relevant information and messages for and about the disability sector. 

2. Strong stakeholder engagement skills, including a proven ability to develop 
and maintain effective working relationships with a variety of organisations 
and sector stakeholders from a range of perspectives such as government, 
disability service providers and people with lived experience of disability 

3. Strong verbal and written communication skills, and an engaging 
communication style targeted to a range of audiences, including disability 
sector representatives at all levels.  
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4.  Demonstrated initiative and creativity, strong project management and 
organisational skills, and the capacity to manage and deliver on multiple 
priorities and deadlines.  

5. Capabilities in the use of enterprise productivity tools (i.e. Microsoft Word, 
Excel, Powerpoint, etc.) and online collaboration tools (e.g. Zoom, Microsoft 
Teams) and online communication platforms (e.g. social media, email 
newsletters)  

6. Tertiary qualifications and/or experience relevant to the role (e.g. Project 
management, Community and disability services and health, Social sciences, 
Public policy and communications)  

7. An enthusiastic team player with an interest in people. 

It is expected that the position holder is aligned to, and demonstrates NDS’s values 
of respect, teamwork and collaboration, leadership, innovation and accountability at 
all times.    

 

Key Relationships 

 

Internal 

 Territory Manager ACT 

 Project teams addressing sector support needs in response to Covid-19  

 Thematic cluster groups, such as Workforce; Quality and Safeguarding; and 
Disability Accommodation 

External: 

 NDS Members & Organisational Associates in the ACT and Canberra region 

 Other organisations in the ACT disability sector 

 ACT Government (particularly Office for Disability and ACT Health) 

 

Mandatory Checks: 

A Working with Vulnerable People Check (ACT) may be required.  


