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Odyssey Victoria (OV) is a place of hope and positive change for individuals working towards breaking their
pattern of addiction. At OV we believe that every person should have the opportunity to change and grow.
Our diverse teams work with individuals, families, and communities to reduce drug use, improve mental
health, and reconnect people to their family and the community. The Odyssey name reflects the courageous
jJourney of self-discovery and change that our clients undertake.

Position objective The Administration Coordinator (Resident Support) ensures payment
arrangements are organised and maintained for residents admitted into
the program, working closely with Centrelink and associated entities.

They are also responsible for assisting the day-to-day work of residents
working in the functions of the Business Office. Providing supervision and
support to residents in their job function, to ensure they are provided
with meaningful work.

The key purpose of the position is to complement program delivery by
providing timely organisational support functions in Resident finance,
and the Business Office by coaching residents through new tasks and
projects.

The Therapeutic Community is a long-term residential program that works
with clients to establish healthier relationships, promote personal change,
and support them in their recovery journey. An essential element of the TC
is the individual client's relationship with the peer community.

Role responsibilities Working under general direction, the role performs duties in the application
of established procedures and methods, and within this scope exercises
initiative, using knowledge, judgment and work skills acquired through
relevant qualifications and/or previous work experience, as well as
contributing to the interpretation of matters which may have no clearly

Administration Coordinator (Resident Support) - LP

POS DESC — Residential Programs| POSTC3024 | Ver 4.0 | Published: 26/04/2024



established practices, although such activity would not be the sole
responsibility.

The role undertakes responsibility for the following varied activities:

Resident/Agency Liaison

Be first point of contact for finance team when residents enter
treatment

Liaise with residents and process Centrelink documentation on
behalf of residents, provide assistance where information is
incomplete. Ensure resident is on correct Centrelink benefit
Process all resident related Centrelink documentation and
ensure lodgement in a timely manner

Monitor resident related Centrelink payments ensuring correct
payments are received, responding to matters or anomalies as
relevant.

Assist residents admitted from custody in ensuring they are
registered for payments, including any eligible crisis payments.
Liaise with relevant Job Providers, ensuring residents and OV are
meeting all requirements to ensure Centrelink payments are not
disrupted

Keep abreast of changes in protocols/procedures within
Centrelink and Job Provider

Attend on/offsite meetings with residents in sphere of work as
relevant.

Liaise with Public & Community Housing to obtain rental subsidies
and apply for temporary absence.

Receive and respond to internal and external enquiries regarding
resident payments.

Report to Centrelink on behalf of resident to ensure continuity of
payment

Maintain relevant tracking tools and systems to respond to requests
for reports as relevant.

Ensure that the distribution of data is in keeping with OV and agency
confidentiality protocols.

Assist in the development and implementation of policies and
procedures for the effective management of administrative
functions.

Business Office
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Coordinating the day-to-day activities of residents working in the Business

Office, including learning, or developing:

Basic computer skills

File saving and naming protocols

Receptionist duties

Office admin skills, such as processing the mail and upkeep of
House forms

Daily data entry to track community changes

Basic principles of publishing and editing to produce the community
newsletter

Resident Coaching & Development

Providing support and supervision to residents undertaking the job
functions listed above, including.

Coaching residents through new tasks and projects to provide them
with meaningful work experience and the ability to learn and grow
in a safe environment

Developing and implementing new learning and development
opportunities for residents to continue to test and apply their skills
Supporting residents in the uptake of new technologies

Developing professional, organisational, and interpersonal skills to
improve their confidence and enhance employment prospects
beyond treatment

Fostering pro-social communication and behaviour, and providing
exposure to supportive team dynamics

Mentoring senior residents in their leadership skills

Providing feedback at staff meetings about the progress of
residents undertaking the various job functions that fall under the
Business Office Supervisor

Quality
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Maintain standards of consistency of formatting in documentation
and correspondence, consistent with the organisational quality
system.

Assist in the development, implementation, and maintenance of
administrative, filing and record keeping systems.

Participate in the implementation of quality assurance systems and
processes that enable a culture of continuous improvement.

Ensure compliance with all relevant legislative and statutory

requirements.

Actively use and promote the Business Management System (BMS)
and ISO Quality assurance standards and practices in day-to-day
activity.
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e Ensure the distribution of data is in keeping with OV and agency

confidentiality protocols.

¢ Commit to ongoing professional development through participation

in in-house training programs and external activities as appropriate.

Other

e Assistin the supervision and collection of urine samples from clients

on a rostered basis.

e Participate and support reviews of standards in the TC including

“Community of Community” reviews.

e Participate in program activity as a member of the therapeutic

community.

e Model appropriate workplace health and safety practices to staff and
clients and contribute to the development of a safe working
environment.

e Undertake other administrative duties shared within the team or as
directed by the Business & Finance Manager .

General

e Actively promote and adhere to the OV Child Safety policy and
procedures to assist OV to maintain a child safe organisation and
support colleagues to engage in child safe practices.

¢ Demonstrate ability to understand and apply inclusive practice when
working with people from diverse communities, such as cultures,
genders, sexualities, bodies, abilities, spiritualities, ages and
backgrounds.

e Demonstrate understanding of the importance and application of
intersectionality when working with people from all cultures,
genders, sexualities, bodies, abilities, spiritualities, ages and
backgrounds.

Residential Services
Expectations
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All Residential Services staff are expected to:

Model behaviours and attitudes in keeping with the objectives of the
Program and at all times act in accordance with the staff Code of Ethics
& General Conduct and resident Bill of Rights.

Adhere to professional and agency ethics and boundaries.

Foster the Therapeutic Community process of mutual self-help recovery
for our residents, at all times using the social environment to maximise
peer influences by encouraging transmission of residential community
teachings rather than directly instructing and delivering such
communications in the manner or style that reflects the rational
purpose of helping.

Work in an open, honest, and reflective style, participating as members
of the staff group.
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Participate in and commit to ongoing professional development
through in-house training programs and external activities as
appropriate.

Share information about the work of the Program with visitors, interest
groups, statutory bodies, and professional associations as part of OV's
commitment to informing others of our work.

Promote the benefits of improved lifestyle and mental health free of
substance abuse and other self-defeating anti-social behaviours
amongst the staff and residents.

Key Selection Criteria

. Relevant qualification and/or experience in an administration role.
. Demonstrated knowledge and experience in office administration,

including, record keeping methods, administrative procedures,
confidentiality, and privacy protocols.

. Strong organisation and time management skills.
. Highly developed communication skills (both verbal and written) with a

consultative approach to resolving issues.

. Demonstrated commitment to teamwork, with an openness to giving and

receiving feedback.

. Ability to take initiative and work independently and adaptively to meet

changing organisational needs.

. Ability to convey warmth, openness, empathy, and concern for the

welfare of colleagues and residents.

. Confident, friendly, and well-developed people skills, including the ability

to relate to professionals and to deal with challenging people and
situations.

. Sound information technology skills, including proficiency in the Microsoft

Office suite and use of databases.

Essential
Requirements

Knowledge and experience in office administration, record keeping
methods, administrative procedures, confidentiality, and privacy
protocols.

Satisfactory outcome of a confidential Police Check and Working with
Children Check. OV is committed to child safety and is a child safe
organisation.

Empathy for those whose lives have been affected by problematic alcohol
and other drug use/ and or mental health disorders.

Information technology skills, including proficiency in Microsoft Office
suite.

Eligibility to work in Australia.

Preparedness to travel within the catchment to meet the requirements of
the job and to work out of various partnership locations.

Desirable
Requirements
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Familiarity with Centrelink processes
First Aid Certificate.
Current knowledge of OH&S practices.
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e Familiarity in working within a health and/or community organisation.

Our Reconciliation Action Commitment

Odyssey Victoria’s commitment to reconciliation with Australia’s first nation peoples, means that we prioritise
a workplace that welcomes, supports, and employs Aboriginal and Torres Strait Islander peoples, and we
value their unique contribution to our organisation.

We will act in ways that promote reconciliation between our Aboriginal clients and our staff, and to contribute
to the healing that is needed. We will assist with, and prioritise, Aboriginal and Torres Strait Islander job
applications and treatment referrals. We commit to celebrating local and national dates of significance, and
we will Acknowledge Country when we meet together. We will respect the histories and cultures of Aboriginal
and Torres Strait Islander peoples and acknowledge their unique status as the traditional custodians of this
land and its waters.

Our Diversity Commitment

At Odyssey Victoria, we value diversity and believe that employing people with a range of backgrounds and
abilities brings a variety of ideas, perspectives and experiences that will enhance the relevance, safety, and
effectiveness our services.

We will promote a workplace that actively seeks to encourage people with disabilities, LGBTQIA+ people, young
people, older Australians, and people from diverse cultural, linguistic and faith backgrounds to apply for
employment with us. We are committed to ensuring that a diverse range of people are welcomed, valued, and

supported in their roles.
]
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Our values

We promote hope for change and expectation to reach one's full potential.
We encourage perseverance and innovation to make a real difference in
people's lives. We uphold the pillars of Respect, Concern, Honesty, Trust,
and Love. Our values are promoted among the residents, staff, and clients
of Odyssey Victoria.

This artwork, inspired by Chris Thorne, represents counting the pillars on
one hand.
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