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Position Identification  

Position Title: Dementia Care and Support Coordinator 

Direct Reports: 1-2 staff members  

Hours: 30.4 hours 

Location: The Dementia Respite Centres will operate in the City of Casey, City of 
Hume and Greater Geelong.  

 

AMCS is recruiting a Coordinator for each of the three Centres.  The 
AMCS office in Seddon will need to be attended by the Centre 
Coordinators from time to time/ as required. 

Classification: This position is classified under the Social, Community, Home Care and 
Disability Services Industry Award 2010. The level of final salary is 
assessed based on qualifications and relevant experience. The 
continuity of the program is subject to Commonwealth Funding. 

Objective: The Dementia Respite Centre aims to improve respite care for people 
with dementia and their carers, to increase support to informal carers 
and families caring for a person living with dementia, through access 
to dementia-specific respite support services.   

 

This Commonwealth funded program also focuses on innovative 
approaches to improving the quality and experience of respite care 
for people with dementia, carer education and wellbeing, improving 
respite care planning for people with dementia, and building the 
capability of aged care providers to deliver quality respite care to 
people with dementia.   

Organisational Context 

 
The Australian Multicultural Community Services (AMCS) is a community organisation with more than 40 
years of experience serving the multicultural community.  
 
Please refer to our website for the full range of current services provided by AMCS. 
www.amcservices.org.au 

 

Summary of the Position 

 
The Centre Coordinator role aims to achieve the following outcomes: 
- the wellbeing of carers of people with dementia is maintained or improved, including reducing levels of 
carer burden 
- improvements in quality of life for the person with dementia and their carer 
- carers have greater knowledge, skills and capability to care for a person living with dementia at home.   
 

Management and Accountability 

 
Direct accountability is to the Senior Project Coordinator. 

  AMCS Management has a right to review this position description.  
 

Diversity, Inclusion and Cultural Competence 

 
₋ Ensure that the diverse needs of clients are considered and accommodated. This includes and 

incorporates physical, cultural, gender-identity and other.  
₋ Able to respect the diverse needs of other people.  
₋ Able to communicate effectively with people from diverse backgrounds.  

http://www.amcservices.org.au/
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₋ In all instances works harmoniously with diverse people including people from CALD backgrounds. 
 

Key Responsibilities  

Service delivery 
₋ Assist in the planning, implementation and monitoring and evaluation of the 

                project. 
₋ Liaise with relevant stakeholders, community groups/clubs, carers groups to provide information 

about the Program. 
₋ Promote to and engage with relevant stakeholders to successfully recruit 50 dyads (carers and their 

care recipients who have dementia) per financial year to participate in a 5 sessions program (10-
12 programs in the financial year, each program max of 5 dyads) in the centre. 

₋ Conduct assessments, reassessments and regular care plan reviews with carers and their carers 
who have dementia.  

₋ Design materials and documents such as handouts, manuals, activities and exercises. 
₋ Develop effective links and establish trust within the group of carers and people who has dementia. 
₋ Contribute to ongoing monitoring and evaluation of activities within the Program, specifically, 

evaluate the effectiveness of training programs and learning outcomes. 
₋ Develop effective links with other AMCS programs and work together with other staff members to 

achieve the best outcomes for the participants. 
₋ Organise and provide appropriate group activities. 
₋ Organise and oversee the safe transportation of clients to the Dementia Care and support  Centre. 
₋ Oversee and successfully manage the operations of the Centre. 
₋ Ensure clients funded target hours (contractual obligations) are met. 
₋ Preparation of reports completed in a timely manner and as project’s milestones. 
₋ Implementation of program Work plan/Manage staff trainings.  
₋ Supervising Respite Assistant and volunteers who work the program. 
₋ Manage Incident/Injury/Near misses Reports. 
₋ Implement Covid-19 safety plans/requirements and all other infection control measures. 
₋ Documenting case study and learning outcomes.  
₋ Ability to undertake and assist with personal care duties when needed. 

 
Organisational 

₋ To ensure that the confidentiality of AMCS clients is respected and upheld at all times. 
₋ To actively support the Vision, Purpose and Values of AMCS. 

  

Professional Development 
₋ Participate in staff development opportunities as planned and 

required.   
₋ Attend meetings and In-Service training when appropriate. 

 

 

Occupational Health & Safety 
 

 

₋ Comply with policies & procedures, identify OHS concerns and 
communicate these to AMCS management. 

₋ Report hazards and incidents.  
 

 

Legislative Requirements  
 

 

₋ Ensure compliance with relevant policies and legislative 
requirements such as Occupational Health & Safety (OHS), the 
Aged Care Act including the Aged Care Quality Standards, and 
the Commonwealth Privacy Act. 

 

 
  Other 

- Familiarise self with relevant policies, procedures and work 
practices of AMCS. 

- Meet employee obligations as outlined in AMCS’s Policies and 
Procedures.  

- Commit to process of continuous improvement activities. 
- Carry out other duties as delegated by the person you report to 

or the next person in the organisational structure.  
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Key Selection Criteria 

₋ Relevant experience, or skills, knowledge and attributes to undertake the role of the program 
Coordinator and the aims of the program. 

₋ Relevant qualifications in Diploma of Leisure and Health, Dementia care, community development 
or community services. 

₋ Relevant experience in working with high care need people is preferable. 
₋ Experience in identifying and implementing innovation, mentoring, care management, carer 

education and well-being. 
₋ Ability to work with people with dementia and their carers 
₋ Empathy, hardworking, committed to making a positive difference for people with dementia and 

their carers 
₋ First Aid Certificate and CPR 
₋ Food Safety Handling Certificate 
₋ Current Victorian driver’s license 
₋ Police check clearance 
₋ Well-developed written and oral communication skills 
₋ Ability to negotiate and gain co-operation and support from others 
₋ Willingness to support team members and work as part of a cohesive team across AMCS 
₋ Ability to manage competing priorities 
₋ Ability to practice community engagement  
₋ Fluency in a second language preferable  
₋ Competency in MS Outlook/MS Office. 

 

Conditions of Employment 

 

1. All employees, including volunteers are required to provide a current National Police Certificate before 
commencing work with AMCS. 

2. Continuous employment with the organisation is conditional upon the receipt of ongoing funding for the 
program. 

3. Meeting any medical standards required to perform the inherent requirements of the role. 
4. Satisfactory performance during and after the probationary period. 
5. Annual Appraisals by the direct Supervisor/Manager. 
6. An adherence to the AMCS Policy and Procedure Manuals  
7. All applicants must demonstrate the right to work in Australia. 

 
Further terms and conditions for ongoing employment are set out in the Contract of Employment, the 
National Employment Standards and the Fair Work Act 2009 and the relevant legislation and AMCS policies 
and procedures as amended from time to time. 
 

 
Position description agreed to: 
 
Employee’s Name:  ......................................................... 
 
Signature:   ..................................................................... 
 
Manager’s Name:   ........................................................... 
 
Signature:  ...................................................................... 
 
Date:   ............................... 
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