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Reports to:		Client Services Manager
Issue Date: 		April 2026


Vision: A Parkinson’s community empowered every step of the way.
Purpose: We support, enable and advocate for and with people living with Parkinson’s and their communities.


Organisation Overview
Parkinson’s NSW is a not-for-profit organisation dedicated to improving the lives of people living with Parkinson’s, their families, and carers. We provide a range of services including counselling, support groups, an InfoLine, Neurological Nurses, and education, while raising awareness and funds for research to improve the lives of people affected by Parkinson’s.

POSITION SUMMARY
· North Ryde (2113) Based; free parking on-site
· Part-time Monday, Thursday and Friday
· Hybrid working options available following onboarding and training period
· Competitive salary + benefits including not-for-profit salary packaging

About the Role

The InfoLine Officer (RN) is the first point of contact for people living with Parkinson’s, their families, carers, health professionals, and the broader community.

This is a fast-paced, client-facing role where you will manage enquiries across phone and email. You will provide clinical information, nursing support, and guidance, alongside emotional support, ensuring people feel informed and supported in managing Parkinson’s.

The role focuses on assessment, triage, and referral, using clinical judgement to identify needs and direct individuals to appropriate supports, including internal services such as counselling, nursing, and the NDIS Advocate.

You will also contribute to community education, delivering sessions to support groups both in person and online.

Key Responsibilities
Enquiry Management & Nursing Support
· Respond to enquiries via phone and email in a timely and professional manner 
· Provide accurate, evidence-based clinical information regarding Parkinson’s and its management 
· Use clinical judgement to assess needs, risks, and priorities 
· Offer supportive nursing guidance to assist individuals in understanding symptoms, treatments, and care options 
· Provide emotional support to people experiencing distress, uncertainty, or complex needs 
· Manage a high volume of enquiries while maintaining quality and consistency 
Clinical Triage & Referral
· Assess client needs and determine appropriate pathways of support 
· Refer to internal services including counselling, neurological nursing, and the NDIS Advocate as appropriate 
· Provide information about external services, including My Aged Care and community supports 
· Support warm referrals where appropriate to ensure continuity of care 
Education & Community Engagement
· Present education sessions to Parkinson’s NSW support groups and community audiences, both in person and online 
· Provide clear, practical, and accessible information tailored to the needs of participants 
· Support engagement with support groups and promote available services 
· Represent Parkinson’s NSW in a professional, approachable, and supportive manner 
Documentation & Systems
· Accurately record all interactions and case notes in Salesforce 
· Maintain high-quality, consistent documentation in line with organisational standards 
· Use systems in real time to manage bookings, follow-ups, and referrals 
Collaboration & Team Contribution
· Work closely with the wider Client Services team including nurses, counsellors, and the NDIS Advocate 
· Contribute to a positive, collaborative team environment 
· Share insights from client interactions to support continuous service improvement 
Knowledge & Professional Practice
· Maintain and apply current clinical knowledge of Parkinson’s disease and its progression 
· Keep up to date with relevant treatments, supports, and sector changes 
· Work within scope of practice and professional standards 
· Recognise limitations and escalate or refer complex clinical matters where required

What a Typical Day Looks Like
· Managing a high volume of phone and email enquiries from people living with Parkinson’s, carers, and health professionals 
· Providing clinical information and practical guidance 
· Supporting people through emotional or complex situations 
· Triaging needs and referring to appropriate internal services, including the NDIS Advocate 
· Recording interactions and managing follow-ups in Salesforce 
· Collaborating with the team to ensure coordinated support 
· Occasionally delivering or preparing education sessions for support groups (online or in person)

About You
Essential
· Registered Nurse with current AHPRA registration 
· Experience supporting people with chronic illness, neurological conditions, disability, or ageing populations 
· Strong clinical judgement and ability to apply this in a non-face-to-face setting 
· Excellent communication skills across both phone and written channels 
· Ability to manage high-volume, fast-paced enquiry work while maintaining quality 
· Confident handling sensitive and emotional situations 
· Strong organisational and time management skills 
· Computer literacy and ability to work within systems (e.g. CRM platforms such as Salesforce) 
· Confidence presenting information to small groups, both in person and online 
Desirable
· Experience with Parkinson’s disease or other neurological conditions 
· Experience in telephone-based or virtual care roles 
· Knowledge of community, health, and aged care systems 
· Experience delivering education or facilitating group sessions 
· Experience working in a not-for-profit environment
Why Join Us
· Meaningful work supporting people at critical points in their Parkinson’s journey 
· A collaborative and supportive multidisciplinary team 
· Opportunity to contribute to a growing and evolving service 
· Not-for-profit salary packaging benefits


 

Authorised by:	________________________________		__________

Chief Executive Officer				Date



I, the undersigned, have read, understand and agree to the duties of InfoLine Officer as contained in this position description.


__________________	___________________________	___________

Employee’s Name		Signature				Date
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