

POSITION DESCRIPTION
	Position Title:
	Program Worker

	Department:
	Diversionary Service
	Location
	Palm Island

	Reporting To (Title): 
	Coordinator - Diversionary

	Employment Status
	Full Time 
	Level
	Level -2 

	Award
	Social Community Home Care and Disability Services Industry Award 2010

	Contacts and Critical relationships 
	Internal 
· COO
· Executive Manager – Community Services
· CEO
· Corporate Office
· Other PICC Services
External
· Clients
· Queensland Health Services
· Queensland Police Service
· General Community



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.
	

PURPOSE OF THE DEPARTMENT
The Palm Island Diversion Service will provide flexible and responsive 24/7 care and appropriate supports to the target group, operating a Diversion Centre and an Assertive Outreach, diverting people who are intoxicated and/or at risk of Police custody. Clients will be provided with the opportunity to recover in welcoming, non-threatening, culturally safe environment, with supervision and support provided by trained staff.

THE ROLE
The role of the Program Worker is to provide a range of activities, which aim to reduce alcohol-related harm to vulnerable community members. Activities may include recreation, life skills, links with education and training, personal development including self-esteem and self-care. It is the role of the PW to assist in identifying projects and programs that will address local issues and to coordinate these as they relate to the role and place of their target client group as members of their community. The PW will engage with PICC staff, contractors, and the Palm Island community and service providers in order to provide the most effective delivery of services, meetings and programs. 

TECHNICAL DUTIES
	KEY RESPONSIBILITIES  
	KEY PERFORMANCE INDICATORS

	· Client Engagement and Community Support, including: 
• Provide information to community members on support services, programs and activities available to them. 
• Conduct outreach support services and follow-up visits with clients. 
• Support vulnerable community members to access appropriate services.
· Client Intake and Assessment, including:
· Conduct intake assessments and gather client information.
· Identify immediate support needs and risks.
· Develop appropriate support and referral pathways.
	• Number of community members engaged and supported.
• Outreach activities documented and completed according to service requirements.
• Follow-up support provided and recorded for 100% of allocated clients.
• Positive client outcomes and evidence of client engagement maintained.
100% of client intake forms completed accurately and within required timeframes.
 • Risk factors identified and documented for all applicable clients.
 • Client records maintained in accordance with organisational standards.

	Transportation and Client Safety, including: 
• Transport clients to safe places, accommodation and support services. 
• Assist with transport during outreach and diversionary activities.

	Transport services provided safely and in accordance with organisational procedures.
• Vehicle logs completed accurately.
• No preventable breaches of transport or client safety procedures.


	Community Activities and Diversion Programs, including: 
• Work collaboratively with Diversion Centre staff to deliver community-based programs and activities. 
• Facilitate recreational, life skills and personal development activities that reduce alcohol and substance-related harm.

	Participation in scheduled community activities and diversion programs.
• Activities are planned, delivered and documented.
• Evidence of client participation and engagement recorded.


	Record Management and Reporting, including: 
• Maintain accurate, confidential and current client records. 
• Complete case notes, incident reports and statistical reporting. 
• Ensure confidentiality requirements are maintained.
Incident Management, including: 
• Collate, review and follow up incident and referral reports. 
• Record incidents and near misses according to policy. 
• Contribute to continuous improvement initiatives.

	Client files meet audit and compliance requirements.
• Case notes entered within required timeframes.
• Monthly statistical data and reports submitted as required.
• No breaches of confidentiality.


Incident reports completed within required timeframes.
• Appropriate follow-up actions documented.
• Compliance with incident management procedures maintained


	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 

	Record incidents and near-misses in line with practice policy
	· Incident reports recorded

	Practice duty of care including meeting practice standards and accountability
	· Evidence of compliance in audits



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 Visitors 

	Understands, works and communicates effectively with Aboriginal and Torres Strait Islander people.
	· Shows a understanding of the indigenous and Palm Island cultures, builds strong working relationships

	Write clear and concise reports as required
	· Provides clear oral reports with relevant facts and processes explained 

	Engages in formal training when required

	· Attends and completes training

	Able to maintain confidentiality and consult, negotiate and provide authoritative information and advice as required
	· A proven knowledge of current legislation requirements with a medical practice

	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

	Provide a positive contribution to the team through participation team meeting and team-based work processes 
	· Resolve conflict and participate equitably in positive and successful teams



[bookmark: _Hlk42160916]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.  You will be required to perform other duties/tasks as required by your Line Manager.

SELECTION CRITERIA
Mandatory:
· The applicant must hold a current “C” Class Driver’s License (a current driving license must be maintained throughout the period of employment).
· Demonstrated computer literacy skills
· Possession of a first aid certificate or the ability to acquire a first aid certificate
· A part of the duties are that this position may be on call (out of hours) and some weekend work may be required.

· Ability to work autonomously or within a team
· Demonstrated oral and written communication skills




Desirable
· Demonstrated understanding of current issues and trends in relation to health in Aboriginal and Torres Strait Islander communities
· Demonstrated ability to communicate sensitively and effectively with Palm Island residents and people in other agencies
· Willingness to undertake training and professional development activities 











STAFF ACKNOWLEDGMENT

	POSITION TITLE: Program Worker 

	This position has been accurately described, is current and has been explained by:

	PICC Representative:


	Date:

	Signature:

	This position is accepted with the full understanding of my obligations and authorities and I accept the responsibilities described herein:

	Employee Name:

	Date:

	Signature (Employee):







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