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CALADENIA DEMENTIA CARE

Position Description
Program Coordinator 

Position Purpose
The Program Coordinator is responsible for undertaking the intake, assessment and ongoing review of people living with dementia and their carers accessing Caladenia's services.
The position oversees the client journey from enquiry through to assessment, service commencement, review and transition, ensuring services are responsive to changing needs and delivered in accordance with Commonwealth Home Support Programme & Support at Home requirements, the Aged Care Quality Standards and organisational policies.
The Program Coordinator contributes to the program running including supporting staff management, continuous improvement, quality assurance, reporting and service development to ensure Caladenia continues to deliver innovative and responsive dementia services.

Key Responsibilities
1. Intake & Assessment
· Manage enquiries from prospective clients, carers and referrers. 
· Undertake comprehensive client intake and dementia-informed assessments. 
· Assess client eligibility against CHSP and organisational criteria. 
· Complete reassessments as client needs change. 
· Develop person-centred Support Plans. 
· Develop Behaviour Support Plans where appropriate. 
· Coordinate referrals to internal and external services. 
· Maintain accurate electronic client records. 

2. Case Coordination
· Coordinate the client journey from enquiry through commencement and ongoing review. 
· Monitor client wellbeing and changing support requirements. 
· Conduct scheduled care reviews. 
· Liaise with carers regarding service delivery. 
· Support smooth transitions between programs. 
· Assist with waiting list management and service allocation. 

3. Dementia Support & Carer Services
· Provide dementia-specific information and education to carers. 
· Support carers to access respite and community services. 
· Identify risks affecting clients and carers. 
· Participate in carer education initiatives. 
· Promote person-centred and relationship-based care. 

4. Stakeholder Engagement
· Liaise with My Aged Care. 
· Work collaboratively with General Practitioners. 
· Liaise with Memory Clinics. 
· Work alongside Allied Health professionals. 
· Coordinate with Support Coordinators, hospitals and community organisations. 
· Develop positive relationships with local service providers. 

5. Program & Carer Support
· Support the coordination and delivery of Caladenia's dementia-specific social support and carer support programs. 
· Assist in planning and facilitating carer support groups, education sessions and wellbeing activities. 
· Provide information, education and practical support to carers to assist them in their caring role. 
· Support carers to access respite, counselling and other community services. 
· Work collaboratively with program staff to ensure client assessments align with individual program goals and outcomes. 
· Participate in client case reviews and multidisciplinary discussions where appropriate. 
· Contribute to the evaluation and continuous improvement of dementia and carer support programs. 
· Assist with the development of resources, education material and community information sessions.

7. Work Health & Safety
· Promote safe work practices. 
· Report hazards and incidents. 
· Support safe manual handling. 
· Maintain client confidentiality. 

Accountability & Authority
The Program Coordinator:
· Is responsible for coordinating client intake and assessment services. 
· Exercises professional judgement within delegated authority. 
· Escalates complex clinical, safeguarding or compliance issues to the Support & Service Improvement Coordinator. 
· Maintains accurate client documentation. 
· Represents Caladenia professionally. 
· Acts in accordance with organisational values and policies. 

Essential Qualifications & Experience
· Qualification in Nursing, Social Work, Occupational Therapy, Psychology, Community Services or a related discipline. 
· Experience working with people living with dementia. 
· Experience undertaking comprehensive client assessments. 
· Demonstrated case coordination experience. 
· Excellent report writing and documentation skills. 
· Current Victorian Driver Licence. 
· Current First Aid Certificate. 
· National Police Check. 
· Working with Children Check. 

Desirable
· Experience working within dementia-specific services. 
· Understanding of Behaviour Support Planning. 
· Knowledge of Younger Onset Dementia. 
· Experience using client management systems. 
· Knowledge of My Aged Care and Support at Home. 

Key Capabilities
· Comprehensive understanding of dementia and person-centred practice. 
· High-level assessment and interviewing skills. 
· Excellent communication and active listening skills. 
· Strong analytical and problem-solving ability. 
· Ability to build trusting relationships with clients and carers. 
· Excellent organisational and time management skills. 
· Ability to work autonomously while contributing to a multidisciplinary team. 
· Strong digital literacy including Microsoft 365 and client management systems. 
· Commitment to continuous improvement. 

Physical Requirements
· Capacity to undertake home visits and community-based assessments. 
· Ability to assist with community outings where required. 
· Ability to safely move light equipment using appropriate manual handling techniques. 

Conditions of Employment
· 38 hours per week. 
· Some after-hours work may be required. 
· Current driver's licence and willingness to travel. 
· Ongoing compliance with mandatory training. 
· Position may be reviewed to reflect legislative reform and organisational priorities.
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