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POSITION DESCRIPTION 
	Position Title: 
	Aged Care Services Coordinator

	Current Incumbent:  
	

	Department: 
	Aged Care  
	Location 
	Palm Island

	Reporting To (Title):  
	Aged Care Service Manager

	Employment Status 
	Full-time 
	Level  
	4 

	Award 
	Nurses Award 2020 

	Contacts and Critical relationships 
	Internal  
· Executive Managers: Special Projects, 
· Bwgcolman Healing Staff
· All PICC Staff
External
· Palm Island Elders
· Service providers and Elders Groups 
· Aged Care Services & Assessors
· Local Council
· Pharmacists
· Allied Health Professionals & Specialists
· Partner Organisations
· Townsville Hospital & Health Service 


 
ABOUT THE ORGANISATION 
The Palm Island Community Company is an Aboriginal Community-Controlled Organisation that delivers health and community services, community capacity building and economic development programs on Palm Island.
Through the establishment of a network of partnerships and collaborations, the ongoing recruitment and training of staff, and an uncompromising attitude towards the building of community capacity, PICC continues to make a real difference in the lives of the people it serves.
Boasting a successful history since it was established in 2007, PICC delivers innovative, community-driven programs that are squarely aimed at supporting and strengthening the social, cultural, health and economic fabric of the Palm Island community.
PICC continues to work hard to strengthen the infrastructure of the remote island and create local jobs for local people while delivering vital human services to community it serves.
The fundamental focus of the Company is underpinned by the belief that the residents of Palm Island are entitled to have ready access to the range of reliable and high-quality health and social services like those to which most Australians have easy access.

PICC is proud of its role in helping Palm Island to lead the way in the development of a new model of Indigenous community capacity building that has demonstrated success.

THE PROGRAM  
· The purpose of the Flexible Aged Care Program (FAC) is to provide individualised homecare that supports people to continue to live safely and independently in their own home for as long as possible.
· The objective of the service is: 
· to ensure Elders living on Palm Island have the access to high quality healthcare and services that support optimal health and wellbeing.  
· to provide culturally safe holistic care that supports the spiritual, physical, emotional and mental wellbeing of Elders.
· to recognise the importance of place-based care that strengthens and protects culture, community and kinship connections.
THE ROLE 
The Aged Care Services Coordinator works under the direction of the Aged Care Services Manager to coordinate the day-to-day operations of Flexible Aged Care service delivery for Elders on Palm Island.            
This position plays a vital role in:
· Supporting the delivery of safe, culturally grounded, person-centred care.
· Coordinating client services, care plans, and daily workflows for Support Workers.
· Ensuring accurate documentation, data entry, and reporting.
· Maintaining strong relationships with Elders, families, staff, and external partners.
· Supporting the Aged Care Services Manager in meeting Aged Care Standards, reforms, and compliance.
TECHNICAL DUTIES 
	KEY RESPONSIBILITIES   
	KEY PERFORMANCE INDICATORS 

	Service Coordinator & Client Support 

	Coordinate daily service delivery, including rostering and task allocation for Support Workers.
	· Daily service rosters completed accurately and on time.

· 95% of services delivered as scheduled, with minimal disruptions.

· Client assessments completed within 7 days of referral.

· Care plan reviews completed every 6 months or sooner as required.

	Undertake client intake, assessments, and contribute to care plan development.
	

	Ensure services align with Aged Care Standards, cultural protocols, and Elder preferences.
	

	Assist in managing client referrals, appointments, transport, and follow-ups.
	

	Clinical & Quality Care Support 

	Work closely with the Manager to monitor clinical and non-clinical care tasks.
	· Client risks identified and escalated to Manager within 24 hours.


· 100% completion of incident reporting within required timeframes.


· Contribution to at least 2 quality improvement initiatives annually.

	Participate in multidisciplinary discussions and case conferences.
	· 

	Support implementation of quality improvement activities.
	

	Ensure incidents, risks, and client concerns are escalated and managed promptly.
	· 

	Stakeholder, Family & Community Engagement

	Maintain strong, culturally respectful relationships with Elders and families.
	· Minimum 4 community engagement activities delivered annually.

· Positive stakeholder feedback collected and reported quarterly.

· Evidence of collaborative work with internal and external partners.

	Coordinate engagement activities, respite days and community information sessions.
	

	Promote the Aged Care service in community.
	

	Work collaboratively with Allied Health, PHC, Hospital staff and other PICC programs.
	

	Workforce Support & Supervision

	Provide routine guidance, mentoring and task supervision to Support Workers.
	· Monthly supervision/brief check-ins completed with each team member.

· 100% attendance in mandatory training and annual refreshers.

· Evidence of effective delegation and issue escalation to Manager.

· Active participation in daily huddles and team meetings.

	Support staff onboarding, competency development and skills training.
	

	Support the Manager to conduct staff huddles, toolbox talks, and team meetings.
	

	Promote a respectful, collaborative work environment aligned to PICC values.
	

	Documentation, Reporting & Data Management

	Maintain accurate client documentation, care records, and EMS data entry.
	· 100% client documentation entered into EMS daily.

· Reports submitted to Manager within agreed timeframes.

· Stock and equipment requests processed within 48 hours.

	Support the Manager to meet reporting requirements and contractual obligations.
	

	Maintain registers, logs, stock records, and procurement requests as directed.

	

	RESPONSIBILITIES GENERAL – ALL EMPLOYEES 
	KEY PERFORMANCE INDICATORS 

	Participate in Workplace Health and Safety training and activities and Risk Management Planning activities 
	• Training and other activities recorded  

• Incident reports recorded 

• Evidence of compliance in audits 

	Record incidents in line with practice policy 
	

	Practice duty of care including meeting practice standards and accountability 
	


NON-TECHNICAL DUTIES 
	RESPONSIBILITIES 
	KEY PERFORMANCE INDICATORS 

	Communicates with professional language to a range of people at all levels of organisations and community 
	Ability to communicate on all levels with all Corporate and Senior staff members, direct reports, Clients and other stakeholders

	Understands, works and communicates effectively with First Nations people. 
	Shows respect for, and communicates appropriately with, First Nations colleagues, clients, and other stakeholders 

	Engages in formal training when required. 
	Attends and completes training 

	Adhere to the Code of Conduct of the Palm Island Community Company in a manner that is consistent with both its spirit and intent  
	· Adheres to and is an advocate of the PICC code of conduct 
· Leading by example 

	Lead and maintain positive contribution to the team through active participation in team meetings and collaborative work processes  
	Resolve conflict and participate equitably in positive and successful teams 

	Travel is a critical component of this role, as this position is based on Palm Island  
	Able to fulfill the responsibilities of the position. 

	Ensure effective backup coverage by coordinating with team members to maintain continuity of operations during absences. This includes delegating tasks, providing detailed handovers, and ensuring that critical functions are adequately supported to minimise disruptions. 
	Maintain 100% continuity of critical operations during periods of absence by ensuring adequate handovers, task delegation, and temporary role coverage within agreed timeframes. 


 
Please note that the duties outlined in this position description are not exhaustive, and only an indication of the work of the role.  PICC can direct you to carry out duties which it considers are within your level of skill, competence and training. 

SELECTION CRITERIA 

1. Diploma of Nursing or Aboriginal & Torres Strait Islander Health Practitioner with a minimum of 3 years’ experience working in Primary Health; and current AHPRA registration with no restrictions.
2. Demonstrated experience coordinating care/services in an aged care, community or health setting. 
3. Demonstrated ability to work with Aboriginal and Torres Strait Islander people within a culturally sensitive healing environment.
4. Well-developed communication and interpersonal skills.
5. Proven ability to organise workflows, manage records, and meet deadlines.
6. Ability to support, supervise and guide frontline staff.
7. Ability to travel on light aircraft.
Other  

8. Current APRHA registration with no restrictions 
9. Meet necessary background checks through National Criminal History Check 
10. Hold a current “C” Class Driver’s License (and maintain a current driving license throughout the period of employment). 
 
















STAFF ACKNOWLEDGMENT 
 
	POSITION TITLE:  Aged Care Services Coordinator (Palm Island). This position has been accurately described, is current and has been explained by: 
Palm Island Community Company Representative: 
 
 
 ............................................................................  Date:….../………./……….. 
 	Signature 
This position description is accepted with the full understanding of my obligations and authorities and I accept the responsibilities described herein: 

	 

 ............................................................................  
 	Signature (Employee) 
 
	


Date:……../………./……….. 




DISTRIBUTION 	  
· Signed original for employee personnel file 
· Copy to employee  
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