
AUSTRALIAN MULTICULTURAL COMMUNITY SERVICES  

POSITION DESCRIPTION  

Position Identification  

Position Title: CHSP Care Coordinator - Social Work 

Direct Reports:  

Hours: 15.2 per week 

Location: Australian Multicultural Community Services Ltd 
296 Nicolson Street Seddon 3011 

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. 

Objective: Provide CHSP client assistance and client support as part of 
the CHSP program  

Organisational Context 

The Australian Multicultural Community Services (AMCS) is a community organisation with 
more than 40 years’ experience serving the multicultural community. We support seniors to 
live at home for as long as possible, helping them maintain their independence and connect to 
opportunities. 
Please refer to our website for the full range of current services provided by  
AMCS. www.amcservices.org.au 
 

Summary of the Position 

The position will work in synergy with internal and external stakeholders, programs and 
projects to facilitate relevant support for eligible clients who need client support and 
assistance. 

Management and Accountability 

 
Direct accountability is to the Manager – Access and Engagement. 

  AMCS Management has a right to review this position description.  
 

Diversity, Inclusion and Cultural Competence 

 
₋ Ensure that the diverse and support 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 and other 

vulnerable people. 
₋ In all instances works harmoniously with diverse people including people from CALD 

backgrounds. 
 

Key Responsibilities  

₋ Preparation of relevant client documentation including but not limited to client 
agreement and care plans. 

₋ Set goals with the clients and support the client to achieve their goals regarding this 
service(s). 

₋ Updating documents and document notes/progress. 

http://www.amcservices.org.au/
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₋ Entering data into TP, ACE, DEX and program specific spreadsheets 
₋ Direct client support 
₋ Clients’ referrals 
₋ Promotion of the program and information provision to stakeholders in coordination 

with the relevant Manager 
₋ Client surveys, client satisfaction and client files 

₋ The position will work to empower eligible clients within a person-centered-care and 

self-advocacy model to build client’s confidence and independence in accessing and 

navigating relevant service systems 

₋ The position will develop effective links and will establish trust with specific 

communities and individuals, including CALD and other diverse communities and 

individuals 

₋ Deliver service hours as per relevant AWP and in coordination with the A&E Manager 

₋ The position aims to achieve improved access for multicultural communities and 
other vulnerable eligible clients through the provision of support at key stages of the 
care pathway as clients navigate service systems. 

₋ Other as required or requested by the relevant manager 
 
  

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 Workplace Health & Safety 
(WHS), 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.  

Key Selection Criteria 
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Essential: 
 

✓ Experience in working with older people and people with disabilities and carers;  
✓ Strong knowledge of CHSP and other relevant services; 
✓ Computer and report writing skills; 
✓ Well-developed interpersonal and communication skills; 
✓ Creative and enthusiastic, with ability to motivate others; 
✓ Ability to work independently and as a part of a team; 
✓ Excellent organisational and time management skills  
✓ Able to maintain high levels of confidentiality. 
✓ Current driver’s license 
✓ Experience and knowledge regarding direct client support, initial needs and goeals 

identification and care planning  
 
Desirable:  

✓ Tertiary education 
 
 
The following requirements will be needed to carry out the essential elements of the position 
as outlined in the position description. 
The frequency descriptions relate to the following time frames: 
Continuous = 75% to 100% of the work day 
Frequent = 25% to 75% of the work day 
Infrequent = 0% to 25% of the work day 
 

Continuous 

Sitting Sitting is required when carrying out documentation or administration 

requirements. 

Handling 

and 

Feeling 

Handling and feeling are required, finger dexterity and hand–eye 

coordination, along with full hand and wrist movement, also the ability to 

perceive attributes of objects by touching with skin, particularly that of the 

fingertips. 

Grasping

/ Finger 

Moveme

nt 

Grasping and finger movement (pinching, picking, typing) is required to 

holding onto objects. It will require the ability to do repetitive motions with 

hands, wrists and fingers. 

Talking Required for job requirements. An excellent understanding of the English 

language is required when dealing with external organisations and AMCS 

staff.  Also the ability to communicate effectively. 

Hearing Required for job requirements. Ability to maintain hearing acuity, with 

correction, if required, and the ability to hear and understand whispered 

conversations at a distance of up to 1 metre.  Ability to interpret what is 

being heard. 
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Vision Required for job requirements.  Ability to maintain 20/20 vision using 

correction, if required.  Ability to see and recognise objects and read 

documents.  Ability to discriminate between colours and to determine depth 

perception. 

Smelling Required for job requirements.  Ability to distinguish odours and identify 

hazards. 

Frequent 

Standing 

and 

Walking 

Standing and walking are components of the position.  They are required 

for movement around the facility.  It will require the ability to fully use both 

legs on a variety of surfaces. 

Reaching 

and 

Stretchin

g 

Reaching and Stretching is required in carrying out administration duties. 

Repetitiv

e Motion 

Repetitive motions of the wrists, hands or fingers may be required when 

carrying out administration duties such as, but not limited to typing. 

Infrequent 

Climbing Climbing is required when ascending or descending stairs.  It will require 

the ability to utilise both legs and feet and/or hands and arms.  Body agility 

is required. 

Lifting 

and 

Carrying 

Lifting and carrying is required in the movement of objects including 

movement from lower to higher and/or horizontally and/or place to place.  It 

will require the ability to fully use both arms and hands. 

Pushing 

and 

Pulling 

Pushing and pulling are required to draw, drag, push or tug objects. 

Bending 

and 

Crouchin

g 

Bending at waist level whilst carrying out job requirements.  Ability to 

crouch to floor level when required. 

Kneeling Kneeling can be required whilst carrying out job requirements 
 

Twisting Twisting may be required in the movement of objects.  The ability to reach 

in all directions, and to twist at the waist is required. 

Conditions of Employment 

 

1. All employees, including volunteers, are required to provide a current National Police 
Certificate before commencing work with AMCS. 
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2. Continuous employment with the agency 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 the contract.  
5. Annual Appraisals by the direct Manager. 
6. An adherence to the AMCS Policy and Procedure Manuals  
7. All applicants must demonstrate the right to work in Australia. 
8. Employment is subject to the incumbent not appearing on the Register of Banning Orders 

(Aged Care Quality and Safety Commission) 

 
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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