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Position Identification  

Position Title: 

CHSP MCCV Domestic Assistance PROGRAM 
COORDINATOR  

Direct Reports:  

Hours: 22.8 (3 days) 

Location: 296, Nicholson Street, Seddon, Vic, 3011 

Classification: This position is classified under the Social, Community Award 
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: The CHSP MCCV Program Coordinator is responsible for 
coordinating the delivery of CHSP MCCV Entry Level Support 
Services: Domestic assistance. 

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 CHSP MCCV Program Coordinator works collaboratively with MCCV clients in designing a goal 
orientated care plan based on recommended services set by the Aged Care Assessment Service. 
The CHSP MCCV Program Coordinator is responsible for coordinating the service delivery of CHSP 
MCCV Domestic Assistance (DA) Services in line with the MCCV Activity Work Plan (CHSP DA) and 
relevant Quality and Compliance requirements.  

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

backgrounds. 

 

Key Responsibilities  

 
 
 

  Delivery of Domestic Assistance and Other CHSP Entry Level Support Services 
 
Monitor and attend to MCCV My Aged Care portal for all CHSP Entry Level service  
referrals and managing the referrals/inquiries (Domestic Assistance) 
Communicating with MCCV Admin regarding service delivery, reporting and other as relevant. 
Facilitate the provision of domestic assistance in accordance with the MCCV AWP and 
relevant quality and compliance requirements.  

http://www.amcservices.org.au/


AUSTRALIAN MULTICULTURAL COMMUNITY SERVICES  

POSITION DESCRIPTION  
Provision of MCCV DA service delivery relevant data reports to MCCV admin, no later than the  
5th of the following month.  
Provide information and communication with consumers/representatives regarding available 
services. 
Complete relevant CHSP assessments and prepare care plans and complete care plan 
reviews in accordance with the program requirements and The Aged Care Quality Standards  
referring on for identified clinical and care interventions. 
Identify and respond to risks enabling clients to stay healthy and independent whilst  
living at home. 
Recognize and respond to deterioration or change in the client's mental health or  
cognitive and physical function. 
Liaise with key stakeholders like assessment services etc. 
Explain to new clients their rights and responsibilities, prepare, and arrange for the  
agreement and other relevant forms to be signed and filed.  
Liaise with contractors as relevant.  
Work towards continues improvement and achieving a great level of synergy between  
AMCS and MCCV. 
Other duties as requested by the Manager or the relevant Team Leader. 

 

 
 
 
  
 
 
 
  

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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✓ Clear and effective verbal and written communication skills 

✓ Excellent organizational and time management skills 

✓ Ability to connect with seniors in the community and promote relevant services to them. 

✓ Passion for community development 

✓ Excellent customer service skills 

✓ Proactive attitude and enthusiasm for this type of role 

✓ Ability to work in a dynamic and busy environment 

✓ An eye for details, thoroughness in completing tasks 

✓ Ability to work independently and in a team  

✓ Flexibility in handling multiple tasks 

✓ Ability to communicate effectively with Management, Care Partners, Support Workers, 

Service providers and Clients. 

✓ Valid police check and WWC 

✓ Current valid driver’s license 

✓ Able to maintain high levels of confidentiality. 
 
 

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 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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