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Position Description
	
	Position Title:			Studio Co-ordinator, Inner West Studio
	Reporting To:			Studio Manager
	Award:			SCHADS Grade 3 
	Hours:				3 days per week (approx. 8:30am – 4:30pm)
Location:			Inner West Studio 

1.  POSITION PURPOSE
The Studio Coordinator plays a central and practical role in the day-to-day life of the Inner West Studio. Working closely with the Studio Manager, this role supports the smooth and safe running of the studio — holding things together when the Manager is away and maintaining the operational and administrative systems that allow the Manager to focus on program delivery, staff support and service quality.
This is not a shadow manager role. The Studio Coordinator is grounded in the studio — present with members and staff, maintaining effective documentation and systems, and making confident day-to-day decisions within established guidelines. They know when to act and when to escalate.
The role includes direct support work with members as needed, alongside coordination, administration and supervisory responsibilities.
2.  OUR VISION & VALUES
Studio ARTES's vision is to be the pre-eminent arts service for people living with disability — providing an exceptional space for creativity and meaningful interaction. We wish to fulfil the dreams and aspirations of all people living with disability to accomplish, explore and achieve their potential.

	Inclusion
	Studio ARTES supports members to exercise choice and participate in service delivery and direction.

	Equity
	Studio ARTES is a place where all people can participate, regardless of their age or disability.

	Respect
	Studio ARTES fosters an environment that promotes respect, regardless of age, disability, sexuality or cultural background.




3.  KEY RESPONSIBILITIES
3.1  Studio Leadership 
The Studio Coordinator is the designated deputy in the Studio Manager's absence. This means being the go-to person for staff, members and families — holding the studio safely and confidently, not managing strategically. Specifically:

· Maintain awareness of member needs, staff rostering and the daily program to ensure continuity
· Make day-to-day decisions within established guidelines, and know when to seek guidance
· Serve as a reliable, calm presence for staff — available for a debrief after a difficult moment or a check-in when someone needs it
· Act as the senior person on-site in the Manager's absence — managing the day, supporting staff and responding to issues as they arise
· Action incidents and urgent matters in the Manager's absence, escalating to the CEO as required

3.2  Rosters, Timesheets & Systems
· Assist the Manager with administrative aspects of rostering, and manage rosters in full during the Manager's absence
· Monitor staff check-ins and timesheet submissions across the studio
· Flag any discrepancies or issues to the Rostering Coordinator and/or Manager promptly
· Maintain accurate records relating to staff hours and attendance

3.3  Direct Support
This role includes hands-on support with members as part of the regular studio team. This is not incidental — it is a genuine part of the role and keeps the Studio Coordinator connected to the people we're here for.

· Provide direct support to members during studio sessions as rostered or required
· Contribute to a strengths-based, person-centred approach to all member interactions
· Support members with their individual goals and creative programs
· Model quality support practice for peers and junior staff

3.4  Staff Support & Supervision
· Support Senior Program Leads in their day-to-day work, offering guidance and oversight as needed
· Assist the Studio Manager with rostering awareness and timesheet administration, including managing these in the Manager's absence
· Assist with recruitment, induction and performance management processes as directed by the Manager
· Support staff training requirements — flagging gaps and supporting team skill development
· Act as fire warden and support emergency procedures as required

3. 5 Member Communication & Family Liaison 
· Maintain warm, consistent contact with member families from routine absence follow-up to more complex conversations as directed by the Manager
· Coordinate session changes, specialist visits and member scheduling, liaising with staff, families and external providers and communicating updates to relevant staff.
· Liaise with Support Coordinators in relation to plan reviews, schedules of support and plan review reports as directed 
· Work with the Behaviour Support Coach and Studio Manager on member behavioural support as required
3.6 Documentation, Quality & Compliance 

— Ensure progress notes, 1:1 notes, session documentation and administrative records are                  complete, meet NDIS quality standards, and are stored appropriately
–	Support the studio to operate in a continuous audit-ready manner, including contributing to quarterly internal audits
–	Assist with complaints, feedback, incidents and risk assessment recording and analysis
–	Contribute to continuous improvement as part of the Studio Management team
3.7  Administration & Operations
· Assist with studio administration, record-keeping and operational systems
· Support preparation of reports, meeting notes and operational documents as required
· Assist with grant applications and acquittals as required
· Assist with the logistics and organisation of studio events, programs and projects

4.  POSITION REQUIREMENTS
Essential
1. Current NDIS Worker Screening Check
1. Current Working with Children Check
1. Experience working in a community services, disability or arts environment
1. Demonstrated ability to supervise or lead a small team
1. Strong interpersonal and communication skills — comfortable with members, families and staff
1. A high level of confidentiality, discretion and professional judgement
1. Ability to work collaboratively and flexibly as part of a small team

Desirable
1. Australian Driver's Licence
1. Current First Aid Certificate
1. Experience in an NDIS-registered organisation
1. Familiarity with participant management systems (e.g. MYP)

5.  GENERAL RESPONSIBILITIES
1. Promote Studio ARTES positively at all times
1. Exercise Duty of Care at all times
1. Ensure service delivery complies with NDIS requirements and Practice Standards
1. Adhere to safe Work Health & Safety practices
1. Adhere to the Studio ARTES Code of Conduct and Ethical Behaviour Policy
1. Participate in and support the Studio ARTES Quality Management System
1. Identify opportunities for continuous improvement and take appropriate action
1. Other duties as required

6.  KEY PERFORMANCE INDICATORS
	Area
	Indicator

	Conduct
	Adherence to the NDIS Code of Conduct and Studio ARTES Code of Conduct

	Training
	Training compliance maintained and current at all times

	Documentation
	All notes, incident records and charting completed to a professional standard and within required timeframes

	Policies
	Demonstrated knowledge of and respect for Studio ARTES Policies & Procedures

	Reliability
	Punctual and dependable — a consistent presence for staff and members

	Member Handbook
	Working knowledge of the Workplace Participant Handbook

	Quality
	Studio maintained in a continuous audit-ready manner



	Acknowledgement
I have read and understood this Position Description and agree to perform the duties outlined to the best of my ability.
	Staff Name:
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	Date:
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