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Position Description

	Role Title:
	Client Services Officer

	Reports to:
	Executive Officer

	Employment Status:
	Permanent part-time (20 hours per week)
Hours:  between 8am and 2pm , Monday to Friday 

	Award Classification:
	Level 3 - Social, Community, Home Care & Disability Services Award 2010

	Probation Period:
	Six months



Position Purpose

The Client Services Officer provides a welcoming point of contact for clients or their representatives and administers all aspects of the client referral, onboarding and offboarding processes.  

Accountabilities & Key Duties

Client Intake
· Respond to telephone and email enquiries from existing and potential clients
· Do a daily check of My Aged Care (MAC) portal and process referrals
· Undertake an initial basic assessment of client needs with reference to the MAC Client Support Plan and MAC approvals
· Complete all onboarding processes for new clients including updating the database 
· Prepare service agreements for new clients and provide to volunteers for first visits to clients
· File signed service agreements and follow up when required
· Compile information packs for clients
· Provide backup support for client invoicing
· Notify clients of any changes in delivery arrangements
· Maintain client records and the database

General Duties
· Adhere to the Fairfield Food Services Inc. policy and procedure manual
· Care for your own health and safety and that of others
· Follow all workplace health and safety workplace policies including being proactive in ensuring a safe workplace including reporting hazards and incidents
· Attend all staff training and meetings  when requested by management
· Represent the service in a professional 
· Report any unlawful or unethical behaviour
· Actively participate and contribute to Fairfield Food Services Inc. service development
· Undertake other duties within the scope of this role as directed.	

Selection Criteria

Essential
· Minimum 3 years’ experience in an administrative role
· Good customer service skills with the ability to communicate empathetically with a wide range of people
· Excellent organisational and time management skills with the ability to prioritise and manage multiple work tasks 
· Strong interpersonal skills
· Fast and accurate data entry skills
· Proven ability to work effectively in a team environment
· Intermediate computer literacy with experience in client relationship management systems and Microsoft 365

Desirable
· Vocational qualifications in administration or business
· Experience in the not-for-profit sector and / or aged care

Role Requirements

· National Police Check
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