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Support Coordinator
Reports to:	Director
Nature of position:	Sub Contractor
Direct Reports:	None 
Last reviewed:	January 2026

Introduction
Elevate is an NDIS registered disability support provider located in NSW and covering the Hunter, Central Coast, surrounding areas. 
Elevate delivers individualised and ethical based supports developed with participants to reflect their needs and goals. Our expertise are in Support Coordination and we deliver Support Connection, Support Coordination and Specialist Support Coordination via NDIS funding.
We pride ourselves on being an independent provider and are able to offer a non biased approach to service deliver by not providing other supports under the NDIS framework.
Our Mission
That people with disabilities are valued in their community, are able to contribute in ways that are meaningful to them and allows growth, independence and control in life.
Core Values
Respect. Honesty. Collaboration. Patience. Integrity
Purpose of the Position
The Support Coordination role is a diverse and complex role aimed at increasing individual capacity to direct their supports. The position provides NDIS participants interpretation of their NDIS plans, assistance to establish supports and develop their capacity to manage their support in the long term.
Key Responsibilities 
· Deliver Coordination of Support services to NDIS participants in a timely and effective manner
· Respond to referrals
· Complete the onboarding process
· Provide interpretation of funding and identify options for plan implementation
· Provide options for service providers
· Assist with referrals and applications
· Link with mainstream supports
· Arrange assessments and reports to assist with equipment or service acquisition
· Monitor plan budgets
· Prepare reports and supporting documentation for reviews
· Support participant through review process
· Provide effective and clear communication with participants, their families, guardians, service providers and key stakeholders
Essential Criteria
Qualifications & other criteria
Tertiary Qualifications in Welfare, Social Work, Allied Health, Education or similar
Working with Children Check and Criminal History Check
Current NSW drivers license and comprehensively insured vehicle
Skills & Experience
Minimum 5 years experience working in the disability services sector
Tertiary Qualifications in Welfare, Social Work, Allied Health, Education or similar
A thorough understanding of NDIS, The NDIS Commission and relevant legislations
Experience supporting individuals with degenerative conditions, psycho social disorders, physical disability, intellectual disability and ASD
A high level of computer literacy including the ability to use Microsoft Office applications
Ability to work autonomously and prioritise tasks
Good time management skills
Ability to develop and maintain positive relationships with participants, their families, guardians and key stakeholders
Thorough knowledge of service providers and resources available to participants throughout the Newcastle, Lake Macquarie, the Central Coast, Maitland and surrounding areas.
Ability to strengthen participants ability to coordinate and implement their own support plans
Ability to develop, negotiate and monitor budgets related to NDIS plans to maximise resources which enhance participant’s quality of life
Prepare correspondence & reports in clear and concise language
Experience implementing person-centred plans
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