

POSITION DESCRIPTION
	Position Title:
	Service Assistant

	Department:
	Economic and Workforce Development
	Location
	Palm Island

	Reporting To (Title): 
	PICC program manager and Orange Sky Qld Coordinator

	Employment Status
	Part  Time 
	Level
	Level  1.1

	Award
	Social Community Home Care and Disability Services Industry Award 2010

	Contacts and Critical relationships 
	Internal 
· COO
· Executive Manager – Economic Development and Workforce Culture
· CEO
· Corporate Office
· Other PICC Services
External
· Community members and residents
· Orange Sky representatives
· PICC representatives
· Other Stakeholders (eg: Palm Island Aboriginal Shire Council etc)



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
Engage with the community during your shift by supporting residents to use the washing machines and having genuine conversations in a safe setting.

THE ROLE
Provide community laundry services, support resident engagement with PICC, and build positive relationships to maximise local impact while maintaining a safe and welcoming environment.
Safely operate and maintain vehicles and equipment, manage risk and incident reporting, and support data collection, reporting, and service delivery in line with Orange Sky values
TECHNICAL DUTIES
	KEY RESPONSIBILITIES  
	KEY PERFORMANCE INDICATORS

	· Build positive relationships with residents, community members, and stakeholders to support engagement and positive community outcomes.
· Assist residents and carers to use laundry facilities independently by providing guidance, encouragement, and practical support.
· Promote and facilitate access to PICC programs and services where appropriate.
· Maintain a safe, welcoming, and culturally appropriate environment during all service shifts.
· Identify, report, and assist in resolving incidents, hazards, and operational issues in a timely manner.
· Safely operate and maintain vehicles, laundry equipment, and associated assets.
· Complete routine vehicle, equipment, and asset inspections and report maintenance requirements.
· Accurately collect and record service delivery data, incidents, and operational information.
· Deliver services in collaboration with PICC staff, community partners, and other relevant programs.
· Comply with organisational policies, procedures, workplace health and safety requirements, and organisational values.
	· Scheduled service shifts are delivered reliably and on time.
· Positive relationships are maintained with residents, community members, and stakeholders.
· Residents are supported to independently access and use laundry services.
· Referrals and connections to PICC services are completed appropriately and within required timeframes.
· All incidents, hazards, and near misses are reported and documented promptly.
· Weekly and monthly vehicle and equipment inspections are completed and recorded.
· Vehicles and equipment are maintained in a safe, clean, and operational condition.
· Service delivery data, reports, and records are completed accurately and submitted on time.
· Compliance with workplace health and safety requirements is maintained.
· Demonstrates professionalism, teamwork, and adherence to organisational values at all times.

	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:
· Clear written and verbal communication skills
· Interpersonal skills
· Physical ability to operate equipment (washing machines, dryers, generator/power, hoses/tanks and showers)
· Ability to follow procedures
· Hold a valid Australian drivers licence




STAFF ACKNOWLEDGMENT

	POSITION TITLE: Service Assistant

	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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