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Project Coordinator Job Description

	Job Name
	Project Coordinator

	Company Name
	Reinforce Inc.

	Job Type
	Part Time

	This job is
	Time Limited

	This job will start on 
	To be decided.

	This job will end on
	30th June 2027

	You will work
	22.8 hours (3 days) a week

	The pay is
	$55.72 per hour

	The Award is
	Social and Community Services (SCHADS) Award, Level 6.1

	This job reports to 
	Project Steering Committee





	What is the My House, My Home, My Rights Revisited Project?


 
My House, My Home, My Rights Revisited is a government funded project to update an old Reinforce training package – My House, My Home, My Rights. This training aims to inform and change attitudes of staff working in supported accommodation with people with intellectual disabilities. The training package will include videos, presentation and training manuals which are designed, produced and delivered by people with intellectual disability.

	Team Breakdown:



Project Steering Committee – members of the Reinforce Management Committee who oversee the project and ensure all actions align with Reinforce’s values. Meet once a month.
Project Coordinator – responsible for coordinating project activities and supervising Peer Workers, Project Mentor and Inclusion Worker. Works 3 days a week.
Inclusion Worker – responsible for supporting Peer Workers and Project Mentor with their daily tasks. Works 1 day a week.
Project Mentor – chairs the Steering Committee and provides mentoring to the Peer Workers. Person with disability. Works 1 day a week.
2 Peer Workers – complete tasks for the project and present on behalf of the project at workshops/trainings. Persons with disability. Work 1 day a week.

	What is the role of Project Coordinator?


 
The role of Project Coordinator exists to support the team to complete all activities in this project. They will coordinate the project to meet its goals and timeline and supervise the project workers.
It is an important requirement that the Peer Workers and Project Steering Committee, who have lived experience as people with intellectual disability, are kept informed of decisions made, are consulted about decisions, and are supported to lead the project.
 
The Project Coordinator will:
· Supervise project workers
· Attend and report to the monthly Project Steering Committee.
· Work alongside the project team to develop training resources.
· Produce weekly work plans for Peer Workers and Project Mentor.
· Organise project logistics (including the production of training videos, launch party and potential conference presentation).
· Continuously develop skills and confidence of Peer Workers and Project Mentor.
· Develop and undertake an evaluation of the project.
· Provide all reports required by the Inclusion and Accessibility Fund.

	Key Selection Criteria:



Essential:
· A commitment to making sure people with an intellectual disability lead and are involved in making all decisions.
· Experience working with people with an intellectual disability.
· Experience coordinating and running projects.
· An understanding of the disability sector.
· Ability to plan and work within deadlines.
· Flexibility and team working skills.

Valuable:
· An understanding of self-advocacy or disability advocacy.
· Understanding of accessible communication formats.
· Knowledge of supported accommodation services.
· Experience undertaking research/training/video production.
· Experience supporting and planning events.
· Ability to develop and maintain partnerships with key stakeholders.

Requirements:
· Willingness to undergo a Police Check (funded by Reinforce).
· All workers must follow Reinforce’s policies.

Reinforce encourages people with a disability to apply for all positions.
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