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Position Description 
ACVVS Program Coordinator


	Position Title:
	ACVVS Program Coordinator

	Position Number
	

	Manager/Reports to:
	

	Division: 
	Client Services

	Program:
	Community Participation and Volunteering

	Primary Location:
	Choose an item
	Other Location:
	Multiple sites when required

	Classification (Grade/Level):
	SACS 3

	[bookmark: _Hlk146195247]Enterprise Agreement or Award:
	Community Health Centre (Stand Alone Services) Social and Community Service Employees Multi Enterprise Agreement 2022 or its successor


Better Health Network

Better Health Network (BHN) encompasses more than 22 locations and has over 800 staff work in multi-disciplinary teams to deliver health and disability outcomes. BHN is a responsive and agile community health service, providing a wide range of healthcare, social support, disability, and welfare services for all members of the community.
  
BHN provides services spanning all periods of life including specialist childhood, youth, and aged care services. In achieving its vision of health and wellbeing for all, BHN is guided by our distinct service principles, which include working with people and communities to achieve their health goals, understanding the context in which people live their lives, providing friendly, affordable, and holistic service.

Position Objective
The ACVVS Program Coordinator is responsible for coordinating the delivery of the Aged Care Volunteer Visitors Scheme (ACVVS) across Inner Southern Melbourne, including the recruitment, onboarding, training, support, and ongoing management of volunteers.

The role supports volunteers to provide companionship, social connection, and meaningful engagement to older people who may be living independently in the community or in residential aged care settings. Working locally within Inner Southern Melbourne, the ACVVS Program Coordinator will build and maintain strong relationships with internal teams, aged care providers, and external stakeholders to support effective program delivery, ensure compliance with funding and organisational requirements, and promote safe, positive, and well-supported experiences for both volunteers and care recipients.

The program aims to reduce social isolation and enhance the wellbeing and quality of life of older people by fostering meaningful and lasting social relationships and connections through volunteer support.



Key Responsibilities

Volunteer and Recipient Engagement and Support
· Actively recruit, screen, onboard and retain volunteers, and recipients across the ACVVS program to meet funded targets and community needs.
· Assist with targeted recruitment strategies to address volunteer and recipient shortages, priority areas and emerging service gaps.
· Provide ongoing support, supervision and regular check-ins to volunteers and recipients to maintain safe, positive and meaningful relationships aligned with ACVVS and organisational guidelines.
· Manage compliance, reporting, KPIs and deadlines
Stakeholder and Relationship Management
· Build and maintain strong working relationships with aged care providers, internal teams, community organisations and external stakeholders.
· Actively promote the ACVVS program within the community and identify opportunities to strengthen referral pathways and program growth.
· Liaise regularly with aged care providers to identify eligible recipients, priority needs and opportunities for improved service delivery.
Program Administration and Compliance
· Maintain accurate volunteer, recipient and program records in relevant databases and systems. 
· Assist with program reporting, data collection and monitoring of service outcomes. 
· Support program delivery in line with ACVVS guidelines, organisational policies and legislative requirements.

Organisational Values	
All positions are required to follow the BHN values of Accountability, Collaboration, Respect, and Courage to guide their actions and behaviours towards employees and clients. 


Organisational Responsibilities
 All positions are required to: 
Comply with BHN safety policies and procedures including a responsibility to participate in the development of a safe and healthy workplace. All employees must follow safe work practices for their own health and safety, and that of others. This includes ensuring work is undertaken safely and that injuries, accidents, near misses and potential hazards are reported immediately. Managers / Team Leaders must identify, assess, manage, and review risks to the health and safety of employees, contractors, and clients.

Participate in the established quality and safety systems to ensure that safe high-quality care is always provided to all clients. This includes assisting BHN to maintain quality accreditation standards by identifying and participating in the development and implementation of quality improvement initiatives. 

Ensure a Duty of Care by taking reasonable steps to protect themselves, their colleagues and clients from injury or harm. This includes ensuring that adequate supervision/support is provided to all clients.

Familiarise themselves with and abide by BHN policies, procedures, values, and Code of Conduct.

Comply with the principles of equity by promoting gender equality and creating a culture, conditions and practices that are inclusive and equitable for all genders and equity for individuals of diverse backgrounds including those from the Aboriginal and Torres Strait Islander, Culturally and Linguistically Diverse and LGBTI+ community to apply. 

Follow legislative responsibilities and compliance requirements (including the child safety standards) for keeping children and families safe with BHN committed to the safety of children and families and ensuring they are protected from abuse, neglect, and violence.


Working Relationships 
Direct Reports:
· Nil

Internal working relationships include: 
· Community Participation team
· Volunteers
· Program recipients 
· BHN Client Services and other BHN teams 

External working relationships include: 
· ACVVS 
· Department of Social Services 
· Aged Care Providers 
· Relevant community agencies 

Key Selection Criteria
Qualifications 
· Community Service Aged Care Qualification or relevant equivalent, is desirable but not essential 
 
Essential Experience
· Demonstrated experience recruiting, coordinating, supporting, and retaining volunteers. 
· Experience delivering a high-quality customer or client experience, with a strong focus on person-centred service delivery and positive engagement outcomes. 
· Experience working within funded program requirements, including meeting KPIs, reporting obligations, and service delivery targets. 
· Demonstrated ability to manage competing priorities, coordinate multiple stakeholders, and respond effectively to operational demands in a dynamic environment. 
· Experience building and maintaining effective relationships with internal teams, external service providers, and community stakeholders.

Compliance
Compliance Responsibilities:
It is the responsibility of both the Manager and Incumbent(s) of the role to ensure the employee(s) performing the role meet relevant requirements of Professional Standards/Codes of Conduct imposed by AHPRA, National Boards, or under Industry Codes.
Probity checks must be completed as indicated ☒
 
	☒ National Police Check/Criminal Record Check [Mandatory]
	☒ Working with Children Check

	☐ NDIS Worker Screening Check
	☐ Aged Care statutory declaration

	☐ Professional Registration Choose an item.
	☐ Discipline Specific Vaccination-Influenza

	☒ Evidence of Right to Work in Australia [Mandatory]
	☐ Discipline Specific Vaccination-Hep B or other



Person who completed and authorised the Position Description
Position Title: [REQUIRED TEXT FIELD] 
Division/Program: [REQUIRED TEXT FIELD] 
Employee Declaration
[bookmark: _Hlk133588059]I have read, understood, and acknowledge the contents of this Position Description.
	Employee Name: 
	

	Date:	
	

	Employee Signature:
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