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Position Title: Impact21 Program Support Officer  

Function/ Program: Impact21 

Site/ Location: Hawthorn East Office  

Hours: .8    

Employment Terms: Permanent  

  

ORGANISATION AND POSITION OVERVIEW 

 
The Inclusion Foundation is a for-purpose-charity that champions the inclusion of people with Down 
syndrome.  Together, we stand proud, we raise our hands in the air, and we to say to society, to 
business, to governments, to everyone, and to anyone... Count me in! 
 
Reporting directly to the Lead, Employment and Digitisation Program, the Impact21 Program 
Support Officer will effectively and efficiently coordinate the day-to-day activities associated with 
the Impact21 program and projects, including the administration of project schedules, induction of 
new participants, provide support to Program Leads and provide excellent customer service to 
families and participants.  
 
In addition, this position is expected to work closely with the Shared Services team, in particular 
the Admin & NDIS Billing Officer to ensure we provide a consistent level of service to families, 
participants and volunteers. 
 
 

KEY RESPONSIBILITIES  

 
Program Coordination   

 Coordinate and schedule deliverables for multiple simultaneous projects, mapping timelines 
and communicating weekly deliverables with team and external partners for timely 
outcomes 

 Manage communication under the direction of the Lead, Employer and Digitisation Program 
with parents, allied health professionals and participants regarding program participation to 
ensure they remain engaged and supported.  

 Source and coordinate program resources as required and according to budget 
 Work with the Admin & NDIS Billing Officer to manage all parts of the induction and 

onboarding process for new participants ensuring a smooth and welcoming start to the 
program and clear reporting channels.  Coordinate setting of NDIS goals for all participants 
with Impact21 Facilitation team 

 Other duties as directed by Lead Employment and Digitisation Program in accordance with 
the priorities of Impact21 and consistent with the skills required for the role. 

 Highly desirable: experience with project management software and administration 
 Work with the Marketing & Fundraising team to promote the Impact21 employment 

program and increase participant participation levels  
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PERSON SPECIFICATION 

 
 Educational experience coordinating support within a dynamic environment. 
 Strong administrative program coordination skills; with the ability to manage multiple tasks 

and competing priorities.  
 Strong written and verbal communication skills, with the ability to adapt communication 

style to meet people's needs. 
 Demonstrated ability to work collaboratively within a team environment. 
 Demonstrated understanding of person-centred practice, ability to work with a range of 

stakeholders in the not for profit/ community services sector, including people with a 
disability, and their friends and family. 

 A high level of computer skills including the Office suite and database use, demonstrating 
confidence and capability in using systems and technology. 

 Clearance of the NDIS Workers Screening Check and Working with Children Check. 
 Lived experience or experience working with people who have a disability, NDIS plans and 

budgets desirable but not essential.  
 
 
 
 

 
General Duties  
 

 Participate in activities such as parent meetings; Inclusion Foundation staff meetings; key-
stakeholder meetings; and Impact21 team meetings 

 Participate in regular meetings with the Lead, Employment and Digitisation Program to 
review progress and provide/receive feedback.  

 Participate in regular organisation staff meetings.  
 Ensure that dealings with staff, volunteers and others are undertaken in a customer-

focused manner, which support and promote the organisation’s values.  
 Comply with the Code of Conduct, OHS, Bullying and Harassment and other organisational 

and HR Policy and Procedures.  
 Use Inclusion Foundation resources efficiently, minimising cost and wastage. 
 Promote and contribute to workplace cohesion, harmony and productivity, actively 

participate in protecting the health and safety of self and colleagues, promote and 
contribute to a safe, secure environment for staff, volunteers and visitors. 
 


