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Position Description
Quality & Service Improvement Coordinator 
Full-time 
Reports to: Executive Manager 
Location: Caladenia Dementia Care – Mooroolbark, VIC

Purpose of the Role
The Quality & Service Improvement Coordinator supports Caladenia's quality, continuous improvement, organisational learning, workforce development and compliance systems.
Working closely with the Chief Executive Officer and Leadership Team, the role assists in maintaining the organisation's quality management framework, accreditation processes and governance systems while supporting the delivery of safe, high-quality dementia services.
The position coordinates continuous improvement activities, staff learning and development, policy review and quality initiatives, while contributing to a culture of excellence, innovation and organisational learning. This role offers an excellent opportunity for an emerging quality professional to develop their skills in quality management, accreditation and organisational improvement within the community services sector.


Values
· We believe in the intrinsic value of everyone who comes through the door. Each individual matters and deserves to live as full a life as possible.
· We prioritise dignity and respect.
· We strive to deliver high-quality, flexible, personalised care and support.
· We are invested in the work that we do. We work hard, with grace and humility.
· We work as a team, supporting and showing kindness to each other.
· We always act with honesty, transparency and integrity.
· We value our connection and faithfulness to Caladenia’s founder and original ideals.
· We believe in growing Caladenia responsibly.
· We innovate together, drawing on input from all our stakeholders.
· We are committed to being a voice for people with dementia.

Key Responsibilities

Organisational Leadership
· Provide expert advice to the CEO and Leadership Team on quality, governance, accreditation and continuous improvement. 
· Lead organisation-wide quality improvement initiatives aligned with Caladenia's Strategic Plan. 
· Promote a culture of quality, accountability, innovation and organisational learning. 
· Build organisational capability by coaching and supporting managers in quality improvement practices. 
· Prepare strategic quality reports, recommendations and improvement plans for the Executive Team and Board. 
· Identify emerging risks and opportunities to strengthen organisational performance and client outcomes. 
· Foster collaborative relationships that support quality, innovation and sector leadership.


[bookmark: quality-continuous-improvement]Quality & Continuous Improvement
· Lead the organisation’s Continuous Improvement Framework.
· Maintain the Continuous Improvement Register.
· Lead and complete all relevant internal Audit  
· Coordinate quality improvement projects across the organisation.
· Analyse trends from incidents, complaints, compliments and feedback.
· Develop recommendations to improve service quality and client outcomes.
· Monitor implementation of improvement initiatives.
[bookmark: accreditation-compliance]
Accreditation & Compliance
· Coordinate organisational compliance with the Aged Care Quality Standards.
· Lead accreditation preparation and evidence collection.
· Coordinate internal audits and quality reviews.
· Monitor legislative and regulatory changes.
· Maintain compliance documentation and evidence registers.
· Support external audits and regulatory reviews.

[bookmark: learning-workforce-development]Learning & Workforce Development
· Coordinate organisational induction programs.
· Develop and coordinate the annual training calendar.
· Monitor mandatory training compliance.
· Identify workforce capability gaps.
· Coordinate external training providers where required.
· Promote a culture of continuous learning across the organisation.


[bookmark: policy-governance]Policy & Governance
· Develop, review and maintain organisational policies and procedures.
· Ensure documentation reflects legislative and best practice requirements.
· Assist in maintaining organisational risk registers.
· Prepare quality reports for the Executive Team and Board.
· Support governance committees through reporting and action monitoring.


[bookmark: incident-risk-management]Incident & Risk Management
· Monitor incident reporting trends.
· Support investigations into significant incidents.
· Identify systemic improvements arising from incidents.
· Assist with risk assessments.
· Promote proactive risk management across the organisation.

 Other Duties as Required
· Undertake other duties as reasonably directed by the Executive Manager or CEO, consistent with the employee’s skills, competence, and training.

Qualifications & Experience

Essential
·  Qualification in Community Services, Health, Human Services, Business or a related discipline, or equivalent experience. 
Desirable
· Qualification in Quality Management, Clinical Governance or Continuous Improvement. 
· Lead Auditor qualification (or willingness to obtain). 
· Certificate IV in Training and Assessment (TAE) (desirable, given the learning and development responsibilities). 
· Qualification in Project Management (desirable).


Conditions of Employment
· Classification: SCHADS Award Level 4, Pay Point dependent on qualifications and experience.
· Hours: Full-time (38 hours per week), with flexibility for some after-hours events or meetings.
· Reports to: Executive Manager.
· Professional Development: Ongoing training and leadership development opportunities provided
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