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JOB TITLE  SUPPORT COORDINATOR 
 
REPORTS TO               MANAGER – SUPPORT AND COORDINATION 
 

 

POSITION DESCRIPTION 
 

Position purpose 
The purpose of the Support Coordinator role is to provide support 
coordination services to NDIS participants and assist them in reaching their 
goals in their NDIS plans. 

Main tasks 
 
 
 
 
 
 
 
 

 

 Provide the two levels of Support Coordination: support connection, 
and support coordination. 

 Work with clients to achieve their goals according to their plans.  

 Researching and analysing clients issues, needs, and problems 

 Connecting clients with community, mainstream, government services, 
and NDIS providers  

 Providing ongoing support coordination services to clients according to 
their plans.  

 Developing, evaluating, and maintaining clients resources  

 Deal with inquiries and intake for new clients as required.             

 Review client plans as required.  

 Record and always maintain client records. 

 Maintain regular, positive communication and a working relationship 
with all external stakeholders.  

 Providing support while exploring alternatives for clients who are 
looking for a change in their day-to-day life 

 Undertake any required reporting requirements to NDIA as required.  

 Deal with any critical incidents and other risk incidents according to the 
Organisation’s Policies and Procedures and funding body requirements. 

 Maintain up-to-date knowledge of the NDIS systems and processes. 

 Contribute to a positive team and business culture with your friendly 
can-do approach.  

 Arranging the community, respite, and other coordination services for 
clients. 

 

 The above list is not exhaustive, and the role may change to meet the 
overall objectives of the company. 

Other Duties 
 To carry out other duties which may be required, requested, or directed 

and which are within the person’s capability and training to perform. 

 
Essential 
Competencies  

 

 A tertiary degree in Community Services, or Cert IV/ Diploma. 

 Experience in disability and mental health work and a sound 
understanding of psychosocial recovery within a human services 
context.  

 Excellent problem-solving skills and ability to link with a range of 
community, funded, and mainstream services.  
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 Excellent demonstrated communication skills including written and 
interpersonal.  

 Strongly demonstrated ability to plan, organise and manage one’s own 
workload.  

 Demonstrated ability to work flexibly across autonomous and 
teamwork settings.   

 Strongly demonstrated ability to operate within organizational and 
legislative guidelines, procedures, and policies.  

 Strong computer skills, with experience in MS Office applications and 
client data management systems.  

 Excellent research skills to facilitate the connection of service 
participants with appropriate community resources.  

 NDIS Workers Screening Check  

 Current National Police Clearance certificate.  

 Current Driver’s license.  

 First Aid certificate  
 

Desired 
competencies 

 Knowledge of NDIS system and processes.  

 Positive attitude towards people experiencing disability and mental 
illness. 

Person Specification 

 

Qualifications   A tertiary degree in Community Services, or Cert IV/ Diploma. 

Experience 
 

 A working understanding of the NDIS is highly regarded. 

 Experience in disability support services desirable. 

Knowledge  Knowledge of, and willingness to further develop NDIS knowledge and 
expertise. 

 Good understanding of issues around mental health. 

 Good understanding of disability support services provided in the local 
area 

 Good understanding of what is considered appropriate self-disclosure. 

Desired Qualities  Eager to learn new concepts 

 Empathic and compassionate toward people 

 Well organised 

 Ethically minded 

 Positive 

 Self-motivated and independent thinker 

 Adaptable and open to change 

 Trustworthy 

 Self-reflective 

 Creative in approaching changes 

 Common sense 
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This job description serves to illustrate the scope and responsibilities of the post and is not 

intended to be an exhaustive list of duties. You will be expected to perform other job-related tasks 

requested by management and as necessitated by the development of this role and the 

development of the business. 

 

 

 

 

 

ACKNOWLEDGEMENT 

 

 

I certify that I have read, understood and accept the duties, responsibilities and obligations of my 

position. 

 

 

EMPLOYEE’S NAME:    

 

...................................................................................................... 

 

 

 

 

___________________________________________________________________  

 

SIGNED BY YOU 

 

 

......................................................... 

Employee 

  

 

 

............................................. 

Date 

 

 

 

SIGNED BY MANAGEMENT 

 

 

......................................................... 

Manager 

 

  

 

 

............................................. 

Date 
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