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Position:				Pathways Facilitator 
Status:					Full-time - contract ending 30.06.2027 (Strong possibility of extension) 
Hours:					38 hours per week
Location: 				Redcliffe, QLD 
Responsible to:	Manager- Redcliffe Medicare Mental Health Centre 

Classification:				Social, Community, Home Care and Disability Services Award –							Community Services Worker Level 4

Location:				198 Anzac Avenue, Kippa-Ring QLD 4021 

Organisational Profile
Communify is committed to supporting people across all life stages and experiences to lead active, healthy and socially connected lives. Communify’s programs empower people to maintain their independence, connect with their community, manage their health and lifestyle and address the challenges that life can present.

We provide programs and services in areas of aged care, children, family & individual support, mental health, disability, housing & homelessness, drug & alcohol recovery and NDIS. Through our Neighbourhood Centres and Community Development programs, we also offer Emergency Relief, Social Inclusion activities, Food Security, Multicultural Support, community gardens and venue hire.

Service Profile
Communify’ s Medicare Mental Health Centres (MMHC) are safe and welcoming spaces that provide high-quality mental health supports delivered by a multi-disciplinary team of professionals and people with a lived experience of mental health. Funded by Brisbane North PHN, the centres provide free, integrated support over extended hours for individuals with moderate to severe mental health concerns and complex life circumstances, as well as support for carers and families.

MMHCs are designed to provide immediate support for those experiencing emotional distress and offer comprehensive assessment and recovery planning alongside individuals to inform short to medium term support, which aims to improve mental wellbeing and address complex life circumstances by providing linkage and collaboration with specialist services such as; housing, employment, domestic violence, chronic physical health concerns or challenges with substances. 

Communify’s Medicare Mental Health Centres deliver individual and group therapeutic and psychosocial support that utilises Recovery-oriented, strengths-based, person-driven and trauma-informed frameworks. Communify’s Medicare Mental Health Centres implement a “Peer First, Peer Throughout and Peer Last” model.

A key element of Communify’ s Medicare Mental Health Centres integrated service delivery is our psychosocial program which delivers high quality, non-clinical support to those whose complex mental health concerns have a significant impact on daily life and wellbeing. Communify’ s MMHC psychosocial program provides support for up to 12 months to eligible participants and is based across two sites – Bardon and Lutwyche – with a strong focus on delivering recovery-oriented services in participant’s communities. 

Position Objective
The Pathways Facilitator will focus on effectively engaging and building positive rapport with Communify’s Medicare Mental Health Centre’s participants, stakeholders, referrers, carers and families. In order to ensure timely and effective service delivery, the Pathways Facilitator will manage incoming inquiries, referrals, waitlisting and will provide additional support to people accessing the Centre as needed. General administration tasks will also be undertaken, including extensive data management and record-keeping, and office supply ordering. The Pathways Facilitator will work closely with other team members and will play a supportive role in the implementation and delivery of services across Communify’s Medicare Mental Health Centre. 

Role Specific Tasks

Administrative
The Pathways Facilitator will be required to provide appropriate administrative support to ensure the efficiency and effectiveness of services by:
· Engaging and building positive rapport with Communify participants, stakeholders, referrers, carers and families through the management of inquiries via phone, email and text
· Providing appropriate support and advice to participants, organisations and external stakeholders 
· Receiving, assessing and managing incoming referrals via Redicase, Primary Mental Health Care System (PMHCIS) email, phone and fax, ensuring KPI’s are being met
· Supporting the management of waitlists and providing updates regarding service to participants when required
· Arranging warm referrals to external providers for participants when required 
· Coordinate the running of group programs, including planning, monitoring and data collection  
· Supporting management with data management and reporting for monthly, quarterly and annual reporting 
· Undertaking data entry, scanning and other administrative services to support team members in providing services to participants and for statistical reporting purposes. 
· Maintaining office supplies, stock taking and ordering as needed.  
· Maintaining client notes, database records, other information records or systems, use Microsoft Outlook for emails and calendar to ensure information is current and accurate
· Appointment booking for participants in the community and offering support to keep and attend these appointments as needed 
· Contribute to producing and distributing promotional material for services delivered by Communify’s Medicare Mental Health Centres




Communication
The Pathways Facilitator will be required to:
· Display excellent communication skills that allows the development of strong rapport with clients, stakeholders and other organisations 
· Utilise effective listening skills and offer brief intervention and support when needed 
· Communicate using strength-based and respectful language that values a person’s efforts and skills
· Communicate with clients without judgment, bias or expressing personal opinions regarding their lifestyle or choices.  

Support
The Pathways Facilitator will be required to:
· Manage incoming calls and emails from participants who may be experiencing challenges with their mental health or in crisis and provide appropriate trauma-informed support 
· Provide information and referrals for alternative support services in the community
· Provide outreach support alongside participants within the community if need be 
· Monitor the safety and well-being of the clients and report any concerns to the Redcliffe MMHC manager and leadership team
· Provide training in database systems for new staff members 
· Support with developing community engagement activities in the community 

Collaborative Practice
· Display effective interpersonal and networking skills that will promote Communify and its programs in the wider community
· Contribute to professional development activities that further the vision and goals of Communify’s Medicare Mental Health Centres
· Contribute to the successful running of the Medicare Mental Health Centre through a willingness to support team members and leadership in times of change 
· Strive to maintain and build positive relationships with all new and existing stakeholders
· Actively network, refer and respond to other Communify services and programs in a timely manner

Relationships

Internal
This position works closely and collaboratively with various services and programs both within the Medicare Mental Health Centre and Communify more broadly, including the Neighbourhood Centres, Sustaining Tenancies, HART 4000, NDIS, Transport and Aged Care. The role includes- 
· Team responsibilities- be actively involved and contribute to relevant meetings, reviews, supervision and other program activities
· Organisational responsibilities- contribute to the decision-making process regarding the organisation and program/service to ensure the positive development and promotion of the organisation
· Individual responsibilities- identify and participate in training and development opportunities to ensure your personal and professional development

External
· This role requires the worker to develop and maintain positive relationships with a range of external stakeholders, including clients, community members, family, friends, advocates and other service providers and professionals.
· The worker will be required to promote Communify Services amongst clients, carers and families, service providers and the wider community.

Reporting relationships
Reports to:  Manager of Medicare Mental Health Centre
Direct reports: NIL

Workplace Health & Safety
· Responsibility for monitoring and improving the safety of the work area by identifying hazards, making recommendations and participating in the resolution of safety issues.
· Contribute to the achievement of a safe and healthy environment by carrying out the responsibilities outlined in the Communify Qld Health & Safety policies manual.

Key Selection Criteria

Required
· Relevant qualifications and/or experience in the Community Services/Mental Health Sector 
· Demonstrated knowledge and experience of administrative practices, procedures and processes
· Exceptional interpersonal skills and communication skills, with the ability to communicate effectively across multiple modalities
· Demonstrated ability to be confident, articulate and empathetic when working with participants who experience challenges with their mental health 
· Confidence and ability to support the facilitation of psychological therapy and psychosocial support groups if needed
· Demonstrated ability to contribute as part of a team to provide a safe, equitable and rewarding workplace 
· Demonstrated ability to plan, organize, set priorities, and meet deadlines, accompanied by an ability to handle a number of tasks concurrently with minimum supervision
· We work with people who are often experiencing difficult and complex life circumstances. A demonstrated ability to respond flexibly and constructively to uncertainty and ambiguity will be required.
· Strong knowledge of Microsoft Office products and applications



Desirable 
· Experience facilitating or supporting the facilitation of groups interactions 
· Experience and knowledge around trauma-informed, strength-based, recovery-oriented frameworks
· Applicants with a lived experience as an individual or carer are strongly encouraged to apply

Other
· A current Open QLD driver’s license and a roadworthy vehicle insured to a minimum level covering third-party property damage (comprehensive cover is recommended)
· Blue Card, Yellow Card (or ability to obtain one) is mandatory  

A criminal record check will be undertaken for the successful applicant, with ongoing employment dependent on the outcome.

Diversity and Inclusion
Communify pays its respects to the traditional custodians across the lands in which we work, and we acknowledge the elders past, present and emerging.

Communify is committed to being an inclusive organisation. We recognise that we work across diverse communities and welcome and encourage participants from all backgrounds and experiences. We strive to embrace the diversity of people from all ages and genders, Aboriginal and Torres Strait Islander peoples, culturally and linguistically diverse groups, the LGBTIQ+ community, people seeking asylum, refugees and people living with a disability.
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Declaration
I agree that I have read, and understand the position description details above.
	Name

	Signature

	Date
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