[image: Able_Australia_RGB_300dpi]
	
	





[bookmark: OLE_LINK1][bookmark: OLE_LINK2]Employee Position Description
	Key Position Description


	Job Title:
NDIS Support Coordinator
	Position Reports To: 
NDIS Team Leader

	Location Scoresby
	Job Description:
New

	Duration: Ongoing
	Hours: Negotiable 30 – 37.5 per week




	Organisational Context


	
BrainLink is a non-profit charitable organisation committed to reducing the impact of brain injury. We connect people impacted by brain injuries to the care, support, and networks they need.   Brain injuries are like fingerprints, each is different. Some of these conditions include stroke, head injuries, brain tumour, and progressive neurological diseases such as MS, Motor Neurone disease and Parkinson’s disease. Brainlink, as the first point of call for families, has an all-inclusive approach and crossover of services. 


	Primary Purpose of Job


	The NDIS Support Coordinator will support and empower people with disabilities to engage with NDIS funded supports, community services, mainstream services and others to achieve their desired outcomes as defined by their relevant NDIS Plan.  They will work with NDIS participants and their families/carers to build their capacity to manage their NDIS plan and supports as independently as possible within the context of their disability. 




	Key Result Areas 


	Key Accountabilities and Responsibilities

	Service Provision NDIS
	· Work with the participant and their family/nominee to understand and implement their NDIS Plan, including identifying and engaging with service providers.
· Strengthen and enhance the participant’s ability to self-direct their own supports and participate in the community.
· Assist participant to communicate with NDIA when required to support their NDIS Plan requirements.
· Liaise with external mainstream services to develop their capacity and meet their obligations to participants.
· Build participants capacity to manage their own NDIS plan.
· Develop and record progress of goals for participants that are specific, measurable, achievable, relevant and time limited. (SMART).
· Gather and document relevant information about participants from other services for the development of evidence-based reports.
· Meet required reporting timelines for NDIA.  

	Financial Management / Data Collection
	· Monitor Plan outcomes and expenditure for NDIS program to ensure the Plan remains within budget and the participant’s goals are achieved.
· Maintain accurate and professional participant records. 
· Ensure service provision is billed in a timely manner to ensure revenue flows meet budget.
· Ensure that daily average targets of billable hours are met each week.


	Liaison and Networking

	· Maintain current knowledge of the suite of BrainLink services.
· Develop and maintain formal and informal networks within the local community for ease of referrals and access to appropriate services and other supports to further participant’s achievement of stated goals.
· To represent BrainLink at meetings, conferences, expos, information seminars or in other situations, as decided by the CEO/General Manager/NDIS Team Leader; and in such representation, to accurately represent BrainLink policy, and actively advocate on behalf of the BrainLink client group.


	Contribute to ongoing development of BrainLink
	· Seek input from carers and participants who access the service.
· Develop and maintain program documentation.
· Participate in evaluation of services.
· Maintain appropriate data collection. 
· Participate in strategic planning as required.
· Maintain quality standards and meet internal compliance requirements.
· Assist in monitoring and ensuring organisational legislative compliance.
· Cross offer BrainLink services to new and existing participants by working closely with partners.


	Generate and maintain strong community links
	· Develop networks with government and non-government agencies and other organisations as appropriate
· Build and maintain strategic and mutually beneficial relationships
· Identify referral pathways and actively promote the program to agencies through a range of opportunities


	Participate as a member of the BrainLink team
	· Understand and abide by BrainLink policies, procedures and practice.
· Pro-active in caring for the health and safety of all people within work environment.
· Ensure that BrainLink complies with the Occupational Health and Safety Act requirements and strive for a safe workplace for all including the reporting of incidents, near misses and hazards to General Manager.
· Act in a way that contributes to a workplace that is free of discrimination, harassment and bullying behaviour. 
· Perform work safely and complete task on time, following guidelines and in accordance with expectations.
· Participate in staff and team meetings and supervision with line manager.
· Other duties consistent with the position as required by the CEO and General Manager and which might be determined by new program funding or future directions of BrainLink Services Limited.


	Key External Interfaces

	· National Disability Insurance Agency.
· Local Area Coordination Agencies.
· Key Stakeholders – Clients and their carers
· Other relevant government and community organisations and service providers.


	Key Internal Interfaces

	· BrainLink Executive Management
· All BrainLink Staff




	Role Required Capabilities

	Knowledge & Qualifications

	· Relevant tertiary qualifications (or equivalent experience).
· Knowledge of the National Disability Insurance (NDIS) scheme and experience in utilising a range of community and mainstream supports to achieve client goals.
· Knowledge of the NDIS Act 2013, the Disability Act 2006 and other relevant legislation.
· Competence in using computer software programs and the ability to enter, modify and extract data accurately, including track funding expenditure.


	Experience

	· Experience working with people with a disability in a similar role.
· Experience in facilitating personal planning processes.
· Highly-developed communication and interpersonal skills.
· Demonstrated knowledge of and experience in delivering quality, effective                                                                 client and carer programs in acquired brain injury.


	Skills

	•	Highly-developed communication and interpersonal skills.
· Excellent organisational and time management skills including and an ability to work under pressure.
· Strong customer relations skills.
· An ability to think laterally, problem solve and assess holistic outcomes for participants.
· Optimising customer satisfaction by contributing in customer meetings and ensuring clear needs analysis.
· Expected to exercise initiative and professional judgment and be responsible for service delivery within program guidelines.
· The ability to think laterally and creatively.


	Confidentiality

	· Capacity to maintain confidentiality and privacy always.

	Pre-Requisites

	· Australian Work Rights.
· Disability Worker screen check.
· Disability Worker Exclusion Scheme.
· Prior to appointment, disclose full details of any pre-existing injuries of conditions that might be reasonably expected to affect ability to perform the normal duties of this role.  Such disclosure will enable BrainLink to make reasonable adjustments to ensure you work safety and productivity.
· Commitment to providing professional and safe services to all participants, including children and young people.
· Commitment to creating an environment that ensures our clients are safe and free of abuse, neglect, violence and preventable injury.
· Flexibility to work out of business hours including weekends, when required to attend functions.
· Full Drivers’ Licence and a well-maintained vehicle that meets current safety standards.



	Acknowledgement

	BrainLink Services Limited.
I, ______________________________, hereby agree and accept the terms and conditions of employment with BrainLink Services Limited
Signed 	 __________________________________  Date ____________________________
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