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Position 				Intake Worker, Springboard 
Status 					Fixed-Term, Part Time 
Location 				Spring Hill
Reports to 				Manager, Springboard 
Award and Classification 	Social, Community, Home Care and Disability Services Industry Award (SCHCaDS), Community Services Worker, Level 4 

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, childcare, family and individual support, mental health, disability, housing and homelessness, drug and 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 
Based in Spring Hill, Brisbane, Springboard is a free, 18-week program for people experiencing alcohol and other drug (AOD) and co-occurring mental health difficulties. The program comprises both group and individual support across the treatment and aftercare period. The program runs six times per year, approximately eight weeks apart, and involves a six-week intensive group followed by 12 weeks of individual support and access to ongoing peer group support. Springboard takes a holistic approach to mental health and AOD recovery, incorporating gym exercise, yoga, dietitian and mindfulness sessions. Underpinned by an Acceptance and Commitment Therapy framework, Springboard supports people to take a strengths- and values-focused approach to their own recovery. 

People can be referred to Springboard at any time; however, a formal stepped intake process is conducted approximately three weeks prior to the commencement of each group. The stepped intake process requires prospective participants to attend an information session prior to undertaking an individual assessment interview. 
Springboard is a post-detox treatment program. Participants are required to have completed detoxification or be stabilised on an appropriate replacement program prior to commencing the program. Springboard does not provide supervised detoxification or stand-alone counselling services.

Position Objective
The Intake Worker provides a responsive and welcoming entry point to the Springboard Program, supporting participants and referrers from initial enquiry and referral through the stepped intake process, including initial eligibility screening, assessment, preparation and referral support. Working collaboratively with participants, referrers, the Springboard team and other relevant stakeholders, the Intake Worker identifies and addresses eligibility, readiness, risk and support needs.
The position is also responsible for supporting the efficient coordination of Springboard intake through effective scheduling, progress tracking, communication and management of intake information. The Intake Worker develops and maintains strong collaborative relationships with key referring services to strengthen referral pathways and coordinate support for people seeking to access the program.

The Intake Worker will maintain contact with participants outside of formal intake periods to support ongoing engagement and readiness for future participation in the program. Where a participant is not accepted into the program or chooses not to proceed, the Intake Worker supports referral and connection to other appropriate services where possible. Where a participant exits the program, the Intake Worker will utilise established rapport and knowledge gained through the intake process to support a safe and coordinated exit, including referral to other appropriate services and/or readiness planning for future re-engagement with Springboard.

	Selection Criteria



Knowledge & Skills 
· Sound knowledge of the social model of health and the social, psychological and environmental factors that influence AOD use, wellbeing and engagement with treatment.
· Knowledge of the AOD, mental health and broader community service system, including referral pathways and supports relevant to people experiencing complex needs.
· Demonstrated ability to engage and build rapport with people experiencing AOD, mental health and other psychosocial challenges.
· Demonstrated ability to identify needs, barriers, risks and readiness for treatment and utilise appropriate resources, tools and processes to support positive outcomes.
· Strong communication and interpersonal skills, including the ability to communicate effectively with participants, families, referrers and a range of community and health service providers.
· Demonstrated ability to develop and maintain collaborative relationships with external services and stakeholders to support effective referral and service pathways.
· Strong organisational and self-management skills, including the ability to coordinate multiple participants at different stages of an intake process, manage competing priorities and maintain timely follow-up.
· Demonstrated ability to work effectively within a busy, multidisciplinary team and contribute collaboratively to assessment, decision-making and service delivery.
· Sound written communication and documentation skills, including the ability to maintain accurate, timely and professional participant records.
· Ability to use client management, scheduling, communication and information systems effectively to support service coordination and reporting.

Qualifications & Experience 
· Relevant tertiary qualification, technical knowledge and practical work experience in alcohol and other drugs, mental health, social work, community services or a related field.
· Demonstrated ability to work independently with initiative and sound judgement, and collaboratively as part of a team.
· Experience and demonstrated skills in participant engagement, brief intervention, crisis response and supporting individuals with complex needs.
· Demonstrated ability to assess individual needs and develop and implement flexible, person-centred responses within a community services context.

Attributes 
· Highly effective communicator with the ability to build rapport and maintain positive working relationships.
· Professional, approachable and responsive in interactions with participants, referrers, colleagues and other stakeholders.
· Sensitivity to and understanding of the needs of people from culturally and linguistically diverse backgrounds.
· Collaborative and flexible approach, with a demonstrated ability to contribute positively to team and organisational objectives.
· Strong commitment to social justice, inclusion and person-centred practice.
· Strong attention to detail and commitment to maintaining accurate records and high standards of data integrity.

Physical Requirements 
· Ability to undertake all physical requirements involved with the administration of this program including sitting at a desk for extended periods and driving
Mandatory Requirements 
· Qld Drivers Licence
· National Police Check
· Working with Children Blue Card

	Responsibilities



Team Contribution & Professional Development 
· Contribute to participant support and continuity of care across the Springboard program, including advocacy, referral and coordination with other supports as appropriate
· Undertake data collection activities for evaluation and reporting purposes.
· Contribute to the review and continuous improvement of the Springboard program.
· Contribute to intake and program decision-making through screening, assessment and communication of relevant participant information.
· Support the safe and coordinated exit of participants from the program as required.
· Engage with other services to promote Springboard, strengthen collaborative relationships and maintain clear referral pathways.
· Participate in regular supervision, reflective practice, training and professional development relevant to the role.
· Take on higher duties as required to support Communify management.
Quality Assurance 
· Ensure compliance with and implementation of relevant legislation, statutory obligations, service agreements and Communify Qld’s policies and procedures. 
· Maintain complete and accurate records and always ensure privacy and confidentiality requirements. 


Work Health & Safety 
· Contribute to the achievement of a safe and healthy environment by carrying out the responsibilities outlined in the Communify Qld Health & Safety policies manual.
· Responsibility for monitoring and improving the safety of the work area by identifying hazards, making recommendations and participating in the resolution of safety issues.
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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A criminal record check will be undertaken for the successful applicant with ongoing employment dependant on the outcome.

Declaration
I agree that I have read, and understand the position description details above.

	Name
	

	Signature
	

	Date
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Supporting our community on all sides




