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Position description 
Care Advisor (Support at Home)

	Position title:
	Care Advisor (Support at Home)

	Manager (reports to):
	Team Leader, Home Care Services

	Division: 
	Client Services

	Program:
	Home Care Services

	Primary location:
	Level 2, Victorian Pride Centre, 79-81 Fitzroy St, St Kilda, VIC 3182
	Other location:
	Additional sites as required

	Classification (Grade/Level):
	SACS Level 4

	[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
As a not-for-profit organisation, Better Health Network supports people and families at different stages of life and works with communities to strengthen health and wellbeing. We believe that better health and wellbeing is built around community. 
We deliver a broad, integrated range of services including GP and nursing care, oral health, allied health, mental health and alcohol and other drug support, therapies and lifestyle support, as well as NDIS disability, aged care, family services, housing, and social and community support. 
As a trusted community health provider, we deliver essential services and work in partnership with others to strengthen the systems that support individuals, families and communities across Bayside and south-east Melbourne. Our services are designed to be accessible, coordinated and responsive to local needs, providing support that is close to home. By joining BHN, you will have the opportunity to make a positive and lasting impact on the lives of the people and communities we serve.
The Support at Home Program aims to support older people to maintain their independence, health, wellbeing and quality of life by delivering person-centred, coordinated care and services in the home. The program promotes wellness, reablement, choice and control, ensuring older people receive the right support at the right time to remain safely connected to their communities and live at home for as long as possible.

Position objective
Reporting to the Team Leader, Home Care Services, the Care Advisor supports older people to access and receive services that assist them to remain living safely and independently at home.  The role works alongside clients, carers, service providers and clinical care roles to coordinate supports, monitor service delivery, assist with goal achievement and ensure clients receive a positive and responsive service experience.  The Care Advisor provides ongoing client contact and coordination and works in partnership with clinical roles and the Team Leader to support comprehensive assessment, care planning, and complex care management decisions.
Key (professional) responsibilities
Client Support and Engagement 
· Develop positive and trusting relationships with clients, families and carers.
· Maintain regular contact with clients through telephone and face-to-face interactions.
· Support clients to understand available services and supports.
· Assist clients to navigate the aged care system and community services.
· Promote client choice, independence and wellbeing.

Care Coordination
· Implement agreed support plans, coordinating services to ensure timely and appropriate support delivery.
· Monitor client outcomes and adjust services as needs change.
· Support transitions between hospital, community and aged care services.
· Maintain regular contact with clients through phone and home visits.
· Liaise with service providers regarding service commencement, changes and cancellations.

Monitoring & Review
· Monitor client wellbeing and satisfaction with services.
· Identify changes in client circumstances and escalate to the Team Leader and clinical care roles.
· Support scheduled care plan reviews by gathering information from clients and providers.
· Maintain records of client interactions and service outcomes.

Budget and Administration
· Monitor individual service budgets and expenditure.  
· Maintain accurate records of expenditure and service utilisation.  Support clients to understand options, costs and available funding.
· Ensure supports are delivered within approved funding allocations.
· Maintain accurate client documentation and records.

Caseload Management
· Manage an allocated caseload in accordance with program targets and service standards.
· Prioritise workload to ensure timely reviews and responsiveness.
· Ensure reassessments and care plan reviews occur within required timeframes.
· Meet activity, quality and reporting requirements.

Documentation, Quality and Compliance
· Ensure all work is completed in accordance with aged care legislation, organisational policies and quality standards.
· Report incidents, complaints, feedback and risks within required timeframes.
· Participate in continuous quality improvement activities.
· Maintain client privacy and confidentiality at all times.



Organisational responsibilities
(Self) Leadership 
· Stay current with industry developments, enhancing professional knowledge and technical skills to maintain best practice.  
· Adapt to organisational needs, undertaking additional responsibilities as required to support BHN’s operations and strategic priorities.  
· Ensure ongoing compliance, adhering to relevant legislation, funding guidelines, service standards, and contractual obligations.

Occupational health and safety 	
· All employees are responsible for taking reasonable care of their own health and safety, as well as the safety of others affected by their actions at work, and for adhering to BHN’s Occupational Health and Safety frameworks. 

Risk management 
· Actively identify, report, and manage risks to ensure a safe and efficient work environment. 

Quality 
· Follow BHN’s policies and procedures to ensure compliance and consistency in service delivery.  
· Engage in quality improvement initiatives and actively involve clients in these activities when applicable. 

Behavioural
· All employees are expected to demonstrate behaviours and capabilities that align with our organisational values of Accountability, Collaboration, Respect, and Courage. These expectations are tailored to the level of responsibility associated with each role. The specific capabilities for this position can be found in BHN’s Values Capability Matrix.
· Perform duties in accordance with BHN policies and procedures.
· Undertake other duties as reasonably directed. 

Working relationships 
Direct Reports
· Nil  

Internal working relationships include 
· Team Leader, Home Care Services
· Care Advisors & Service Coordinators
· Program Manager 
· Accounts and finance team.
· BHN Social worker, Community Health Nurses, and Allied Health team etc.,

External working relationships include 
· S@H consumers and their representatives.
· Brokered service providers.
· GPs, hospitals, residential nursing homes, ACAS team, My Aged Care, and other health services involved with client’s care.


Key selection criteria
Essential qualifications 
· Certificate IV or Diploma in Community Services, Ageing Support, Disability, or Diploma of Nursing (Enrolled Nurse) or equivalent experience.

Essential experience
· Experience in Aged Care, community care or NDIS Case Management.
· Understanding of the support at Home program.
Essential skills and attributes
· Experience in assessment, case management and service delivery to older people living in the community. Preferably in the Home Care/Support at Home Packages field.
· Sound knowledge of the Aged Care Sector Reforms and the impact on Home Care Packages and other community services in the aged care sector.
· Experience in service brokerage and managing a budget.
· Sound skills in decision making, problem solving, relationship building and negotiation.
· Excellent communication skills both written & verbal, including excellent customer service skills.
· Demonstrated ability to work effectively in both a team environment and autonomously.
· Well-developed computer skills; Preferably experience in the use of e-Tools, PRODA, and My Aged Care.
· Ability to work independently to timelines.
· Attention to detail.

Inherent requirements 
BHN endeavours to provide a safe working environment for all employees. The below describes the critical inherent requirements associated with this job. 
Physical
· Frequent movement, standing, sitting and computer tasks, manual handling, or use of equipment in line with role/task requirements
Cognitive
· Attention to detail and task accuracy to minimise risk to self and others.
Psychosocial
· Exposure to emotional situations; resilience required to manage stress.
· Must report hazards, incidents, and follow safe work procedures (WHS duty of care).




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. It is the responsibility of both the Manager, in partnership with People and Culture, to ensure that probity checks remain compliant.
Probity checks must be completed as indicated ☒
	☒ National Police Check [Mandatory]*
	☒ Working with Children Check [Mandatory]

	☒ Evidence of Right to Work in Australia [Mandatory]
	☐ NDIS Worker Screening Check

	☒ Statutory Declaration  Aged Care Statutory Declaration
	☒ Aged Care Worker Banning Order Check

	☐ Professional Registration N/A
	☐ First Aid Certificate

	☐ Current full or probationary driver’s licence
	☒ Vaccination Requirement Category B


Please refer to the Credentialling and Scope of Practice Policy for further information and the Immunisation Policy for details regarding immunisation categorisation. *International Police Check required if the person has lived in any other country for at least 12 months in the past 10 years.
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