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Role Profile - 2020
	Title
	Home Care Package (HCP) Coordinator

	Reporting to
	Daily Life Manager

	Position Supervises
	Lifestyle Support Workers

	Reviewed & Approved
	CEO 

	Position is 
	Part time (3 days per week)

	Classification
	SCHADS Award Level 4

	Job Purpose

The primary purpose of the position is to coordinate Home Care Packages (HCP) tailored to individual customer service needs.
This position aims to grow CRANES Home Care Packages program and to ensure its financial viability for the organisation.

Here at CRANES we believe in employing the right people for the right post.  We employ against competencies.  You will see that these are split into two sections.

Core Competencies: We expect every single employee from the Chief Executive down to be able to meet the core competencies and values embedded within this section.

Role Specific Competencies: Seek to direct staff to the specific competencies they need to be able to meet to do their role efficiently.  The role specific competencies are measured within staff supervision and ultimately against the business plan.


	Core Competencies

	Communication

· Listens to others

· Asks relevant & pertinent questions

· Communicates in a clear & concise way

· Effectively uses a range of communication tools & techniques

· Keeps accurate, objective & clear records 

	Have a positive & practical approach to work

· Tackles things in a direct & orderly manner

· Can be depended upon to get things right

· Able to prioritise tasks & manage workload

· Reliable under pressure

	Work well with other people

· Earns the respect of others

· Shows respect for the views & actions of others

· Builds & maintains mutually beneficial relationships

· Motivates self & others


	Able to respond to & solve problems

· Plans ahead

· Tackles issues voluntarily & positively

· Able to identify the cause & not just the symptoms of problems

· Able to anticipate problems & develop solutions in advance

· Solves problems in a calm, direct & organised manner

· Helps other people with problems

	Able to innovate & have new ideas

· Full of ideas which provide fresh insight and broader perspectives

· Responds positively to change

· Self-motivated

	Contributes to a safe working environment

· Complies at all times with WHS requirements, demonstrating safe workplace practices and behaviours and encouraging the same of others

· Takes reasonable care for own health and safety and the health and safety of others in the workplace

· Reports all incidents, near misses and hazards in accordance with WHS Policy and Procedures 

· Participates and contributes in WHS training and consultation as required and supports the development and implementation of safe work practices


	Role Specific Competencies

	Customer Care Planning and Coordination
· Liaise with customers and/or customer representatives to identify individual customer goals and develop a support plan, using Consumer Directed Care principles.
· Liaise with customers General Practitioners and other aged/health care providers as required, including making referrals for additional services and supports.

· Closely monitor customer service delivery, regularly liaising with customers and support workers and with other service providers as required.

· Closely monitor any changes in customers health or other circumstances and if required refer for ACAT reassessment.

	Home Care Package Administration 
· Complete Home Care Package documentation (including on the My Aged Care website, E-tools, Customer files and Support Worker files) to a required standard and in a timely manner, making changes as required.
· Assist the Abilities/Over 65’s Manager with preparation, management and monitoring of customer budgets in relation to care provision.

· Review and update the My Aged Care Website and E-tools program as required.

· Lodge all required reports to the Commonwealth Department of Human Services.

	Staff Recruitment and Supervision 
· Participate in the recruitment and selection of support staff for Home Care Packages program.
· Supervise and mentor support workers, including identifying training and developmental needs.

· Assist with annual performance appraisal of support workers who are supporting Home Care Package clients.

	Promotion of Home Care Packages 
· Establish and maintain and effective working relationship internally with Cranes Customer Engagement Team (Intake).
· Establish and maintain effective working relationships externally with ACAT and RAS teams and other relevant community and health organisations.

	Other
· Take responsibility for overseeing the Home Care Packages program when the Abilities/Over 65’s Manager is unavailable.
· Adhere to policies, procedures and guidelines of the Aged Care Quality Standards.

· Participate in team meetings and general staff meetings and liaise regularly with CRANES management, including weekly 1:1 catch-ups with Abilities/Over 65s Manager.

· Promote a safe working environment and work within WHS guidelines.

· Maintain First Aid Certificate and Risk Management protocols.

· Be familiar with and work within the policies and procedures of the organisation.

· Contribute to Cranes continuous improvement cycle.

· Promote positive ageing, dignity, independence and wellness principles.

· Identify and attend self-development and professional training as authorised by CEO.

· Other duties as required by the Abilities/Over 65s Manager or the CEO.


	Selection Criteria

	About You

· Experience in coordination of Home care packages.

· Knowledge of and commitment to Consumer Directed care, including facilitating customer involvement in decision making.

· Demonstrated skills and experience in customer assessment and reassessment and related documentation.

· Demonstrated ability to identify priorities and respond to customer requests/queries in a timely manner.

· Ability to work as part of a progressive team and to work independently. 

· Experience in supervising and supporting direct care staff (Lifestyle Support Workers).

· Demonstrated ability to adhere to policies, procedures and guidelines and knowledge of the Aged Care Quality Standards.

· Knowledge of diversity, access and equity issues for CaLD and LGBTI seniors.

· Excellent interpersonal, written and verbal communication skills, including developing ongoing relationships with customers and their families.

· Experience in computer programs and in using customer management systems.

· Tertiary qualifications or equivalent experience in a health-related discipline or community services sector.

· Current NSW drivers’ licence 

· Current Working with Children Check clearance
· Consent to undertake a Criminal Record Check


Please note: The successful candidate will be required to participate in an Australian Federal Police check, and a Working with Children Check, prior to confirmation of appointment to the position.

The successful candidate will also be required to demonstrate entitlement to work in Australia, and to disclose any pre-existing injury or disease which may be adversely affected by undertaking the inherent requirements of the position.

I acknowledge that:

· Statements in this position description are intended to reflect duties and responsibilities that I may be required to undertake and are not to be interpreted as being all inclusive.

· I have read, understood and accepted the above position description and any corresponding attachments.

· I confirm my skills, experience and qualification match those of the role profile.

· I consent to CRANES disclosing my personal details to third parties to undergo required probity checks as part of my application process and during my employment with CRANES.

· I agree to inform CRANES immediately of any changes to my criminal record status.

· CRANES is a child safe organisation and I have a responsibility to uphold CRANES commitment to ensuring the safety and wellbeing of all children.

	Initial all pages of the Position Description, sign and complete below.  

Keep one copy for yourself and return one copy to HR for filing.
	Date

	Employee Name:
	
	

	Employee Sign:   
	
	

	Manager Name:
	
	

	Manager Sign:
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