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POSITION DESCRIPTION 
 

Co-ordinator, Wandjoo Place 
 

Title Co-ordinator, Wandjoo Place 
Program/Area Programs and Clinical Services 
Location/Region Perth metropolitan area and the northwest corridor 
Accountable to Executive Manager, Programs and Clinical Services 
Direct Reports Nil 
Vision, Mission, & 
Values 

Our Vision – Empowerment for women and equal worth for all persons 
 
Our Mission – Build and empower families and communities to live free from gender-
based violence with a focus on early intervention and prevention 
 
Our Values – Equality   |   Ethical   |   Empowered  
 
This means, together we work on the premise that everyone connected to our 
agency is of equal value and has an equal voice. Our vision is at the forefront of 
every decision we make and will guide our legacy into the future. We are 
empowered, accountable and strong and have empathy without judgement. 
 
Your willingness to contribute in a meaningful way to the company mission, values 
and behaviours will form part of your position description, performance review and 
ongoing relationship with the agency. 

Program/Area 
Purpose 

An annual Business Plan (updated quarterly) guides the agency’s priorities, which 
are informed by the PGCNV Strategic Plan 2020 to 2023. 
 
PGCNV’s Programs and Client Services Division delivers a range of programs to 
women and children experiencing and/or at risk of, family and domestic violence 
including: 
• Refuge crisis accommodation 
• Outreach services 
• Counselling 
• Wrap-around services support through collaborative partnerships e.g., sexual 

assault and AOD support 
 
PGCNV is also moving into prevention and development work, such as Men’s 
Behaviour Change programs, which has been offered within its group counselling 
program. 
 
PGCNV is in the process of implementing an integrated framework that will be 
delivered through Work Teams.  These small (approx. 10 personnel per team) 
integrated teams of workers are made up of representation from our various client 
programs.  The Work Teams work with clients from intake to closure using a key 
worker model. 

Role Purpose and 
Outcomes 

The purpose of the role is to develop and sustain collaborative relationships 
with service providers in the Northern Corridor area to bring together support 
for community members impacted by Family and Domestic Violence.  
 
Working with PGCNV’s Executive team and other relevant local stakeholders 
and governance groups the position will lead and contribute to strategic 
planning for Wandjoo Place and its operations and development. 
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Key 
Responsibilities 

Operational effectiveness 
• Support service delivery and facility management, ensuring that policies and 

procedures, and standards are understood and adhered to by partner 
agencies.  

• Establish and monitor procedures and systems that support integrated service 
delivery, track progress and respond effectively to any barriers. 

• Monitoring and analysing client experience/satisfaction data 
• Manage processes and procedures as they relate to Wandjoo Place, including 

complaints management and resolution processes. 
• Work with Client Services Manager and Team Leaders to identify and resolve 

operational and service delivery issues as they arise. 
• Manage key stakeholders through effective negotiation and influence. 
 
Relationship building 
• Maintain, and develop new partnerships and active engagement with relevant 

stakeholders across the Northern Corridor 
• Facilitate groups/community consultations and collaborations to enhance the 

lead agency support and capacity to deliver services 
• Driving strong and positive connection between PGCNV and Wandjoo Place 

partners, to improve service integration that streamlines access to services for 
Women and Children affected by FDV.  

• Develop and maintain a working knowledge of family and domestic violence 
and the broader service system.   

• Work effectively with Aboriginal services and communities to ensure 
accessibility of culturally appropriate services. 

• Work effectively with diverse communities and ensure the Wandjoo Place’s 
policies and systems enable inclusive and responsive services for everyone.  

• Develop and maintain positive working relationships with staff at all levels and 
across all service areas. 

• Foster and lead a workplace culture aligned to Vision, values, mission, and 
strategic objectives 
 

Client service delivery 
• Create a culture which embraces high quality client service delivery, ensuring 

that management systems and processes drive service delivery outcomes 
• Commitment to high standards of a person-centred approach to service 

provision 
• Ensure Service Standard contractual compliance and best practice service 

delivery 
 

Health & Safety 
• Provide safe working environments for employees and clients. 
• Risk, hazards, and incidents are reported,  

Position 
Requirements 

Key Selection Criteria 
Mandatory experience and qualifications  
• Formal qualification in Social Work, Community Development or other related 

Human Services field is desirable. 
 

Required knowledge and skills 
• High level communication and interpersonal skills with the capacity to liaise 

effectively with a wide range of service providers.  
• Experience in Service design 
• Experience in Outcomes measurement 
• Strong experience in sector development and/or leadership role in complex 

service delivery with a specialised knowledge and understanding of Gender 
Based Violence is highly regarded. 

• Exceptional people skills and a high level of emotional intelligence. 
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• Ability to work with limited supervision and cooperatively within a team, with 
the flexibility to adapt to changing priorities and commitment to continuous 
improvement. 

• Ability to build strong impactful relationships. 
• Creative, innovative and self-motivated. 
• Enjoy working in a fast-paced environment. 

 
Personal Qualities 
• Treats others with dignity and respect; encourages and co-operates with others 

to achieve common goals; inspires trust and confidence 
• Remains calm, focused and maintains perspective when faced with change, 

crisis and difficulty; does not give up or get disheartened when faced with 
obstacles; is flexible 

• Responds effectively to challenging behaviours and complex needs. Responds 
in culturally appropriate ways 

• Aims for optimum outcomes; sets a clear path/goals and manages time to 
achieve key outcomes; is proactive and self-motivated 

• Recognises impact of own behaviour on others; learns from experience; 
recognises limitations; presents an image that promotes credibility and is 
appropriate to the role 

• Engages and contributes to team activities including discussions; contributes to 
team spirit 

• Committed to and acts for well-being of internal and external clients; ensures 
needs of service users remain key focus; good communicator 

• Respects differences in all its forms; recognises the rights of others; is non-
judgemental 

 
Core competency 
• Building Effective Partnerships 
• Leading and Enabling Change 
• Developing Self and Others 
• Innovation and Agility 
• Drive for Results and Service 
• Systems Thinking  

 
 
Registrations and licences 
• National Police Clearance – no older than 3 months 
• Current WA Driver’s license  
• Current Working with Children Check 
• Copy of Passport or Birth Certificate 
• Current First Aid certificate (including CPR) 
 
Subsequent to appointment staff must report any criminal charges or court 
appearances 

 
Note: This Position Description is indicative of the initial expectation of the role and subject to change in line 
with requirements of PGCNV’s goals and priorities, activities or focus of the job. The incumbent can expect to 
be allocated duties not specifically mentioned in this document, but within the capacity, qualifications and 
experience normally expected from persons occupying positions at this level. 
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Employee to Complete: 
 
I confirm that: 

• I have reviewed this Position Description and I understand all my duties and responsibilities. 

• I can perform the essential functions as outlined. 

• If I have any questions about job duties not specified on this description that I am asked to perform, I will 
discuss them with my Line Manager or an appropriate senior member of staff. 

• I understand that performance evaluations and merit increases to my pay take into account my ability to 
perform the duties and responsibilities outlined in this job description to the satisfaction of my Line Manager.  

• I have discussed any questions I may have had about this Position Description prior to signing this form.  

 
 
 
Employee’s Name (please print)    ____________________________________________________ 
 
 
 
 
Employee’s Signature                    ____________________________________________________ 
 
 
 
Date                                  _____________________________ 
 


	Employee to Complete:

