
 

 

INTAKE COORDINATOR 

 

CRANES vision is an integrated society where there is understanding and appreciation of each other’s differences.  

We design, create and deliver a number of experiences, accommodation, support options and much more. 

 

We currently have an opening for an enthusiastic and highly motivated Intake Coordinator to assist in the effective 

introduction of Abilities and Over 65 customers to our various service offerings. 

 

Reporting to the Team Leader for Customer Service & Administration, the Intake Coordinator will work both 

independently as well as liaising and negotiating with internal stakeholders to direct services appropriately, including 

collaborating with our Rostering team so that Customers are set up with a seamless, timely service. There is a strong 

emphasis placed on actively engaging Abilities and Over 65 customers, ensuring their goals are aligned to the 

services they choose with CRANES. 

 

This role will involve: 

• Promoting CRANES full suite of services to potential new customers and external key stakeholders; including 

those funded by NDIS, CHSP and Home Care Packages. 

• Attending new customer planning meetings conducted by key external stakeholders if required. 

• Providing a customer centred approach to intake, including travelling to the customer where appropriate. 

• Conducting intake assessments for new customers across all CRANES Abilities and Over 65 services. 

• Providing advice on CRANES service options, including days, times, length of service required and support 

worker preferences. 

• Advising customers of their rights and obligations when receiving services from CRANES. 

• Preparing quotes and completing service agreements. 

• Obtaining relevant service and medical consents. 

• Completing initial support plans, including those which may be required for Drinking/Eating, Home Safety, 

Epilepsy, Asthma, Anaphylaxis and Allergies. 

• Initiating service orientation (handover) between customers and service Coordinators and/or Managers. 

• Liaising with key stakeholders (both internal and external), establishing opportunities for collaboration and 

providing regular effective communication with all parties. 

• Understanding applicable legislation relating to disability and aged care, particularly with regard to ‘choice and 

control’ and restrictive practices. 

 

Considered applicants will possess the following skills and experience, or similar: 

• Recent experience in a phone-based customer service role 

• Successful track record in promoting a service and meeting targets 

• Excellent communication, customer service, influencing and negotiation skills 

• Strong time management skills, process driven and able to work under pressure 

• Solid computing skills and experience using a CRM 

Knowledge or experience of the NDIS and Aged Care funding options and services would be an advantage 
 

A number of probity checks are required including holding a Current Working with Children Check and a National 

Police clearance check. 

 

To obtain an application pack please visit www.cranes.org.au 

or contact Sue Ting on 02 6642 7257. 

Applications will close 5pm Thursday 13 February 2020 

Interviews will be conducted week of 17 February 2020. 

First People (Indigenous Australians) are encouraged to apply. 

CRANES is a smoke free environment 


