AUSTRALIAN MULTICULTURAL COMMUNITY SERVICES
POSITION DESCRIPTION

Position Title: Health, Safety & Wellbeing Officer

Direct Reports: Nil

Hours: Full-time

Location: AMCS, with regular engagement across office and community-
based services

Classification: SCHADS Award, Social and Community Services Level 5

Objective: Provide specialist HSW advice and practical operational

support across AMCS, supporting safe systems of work, risk
management and compliance with Victorian Occupational
Health and Safety (OHS) and relevant aged care
requirements.

Australian Multicultural Community Services (AMCS) is a not-for-profit organization supporting older
people and communities from diverse cultural backgrounds. AMCS is committed to providing safe,
respectful and high-quality services and to creating a workplace where employees are supported to
work safely and confidently.

Please refer to our website for the full range of current services provided by
AMCS. www.amcservices.org.au

The Health, Safety & Wellbeing Officer is an experienced, hands-on HSW practitioner responsible for
supporting the day-to-day implementation and continuous improvement of health, safety and
wellbeing practices across AMCS.

The role has a strong operational focus, working closely with direct care employees, managers and
key stakeholders to identify risks, strengthen controls, respond to incidents and translate HSW
requirements into practical frontline practice.

The role works collaboratively with P&C, Quality, Clinical and operational teams, particularly
where worker safety intersects with client safety, clinical risk, safeguarding and service
delivery.

The position will support the implementation of AMCS’s developing HSW framework and provide
credible, practical advice across community-based and office environments.

The role is expected to exercise sound professional judgement and initiative within established
frameworks, and escalate significant, emerging or unresolved risks appropriately.

Direct accountability is to the Chief People Officer / Manager People & Culture.

The Health, Safety & Wellbeing Officer provides specialist operational HSW advice within the
scope of the role, may recommend controls, policy changes, corrective actions and improvements,
and is expected to escalate serious, urgent, reportable, systemic or unresolved HSW risks
promptly through appropriate AMCS processes.

The role supports AMCS compliance but does not replace management or governance
accountability.
Overall organisational HSW strategy, governance, Executive/Board assurance and ultimate

management accountability remain with the appropriate AMCS leaders and governance structures.

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

Key Responsibilities

Operational HSW Advice and Frontline Support

Provide practical, timely HSW advice and support to managers, leaders and employees, with
a particular focus on direct care and community-based work.

Engage directly with Support Workers and service teams to understand safety issues in
practice and help develop workable controls.

Provide specialist advice on risks associated with lone work, participant/client-home
environments, travel, occupational violence and aggression, manual handling, fatigue,
infection risks, environmental hazards, psychosocial hazards and emergency
situations.

Consider client dignity, choice and cultural safety when providing HSW advice, while
maintaining appropriate worker safety controls.

Coach managers and employees in applying HSW requirements and confidently challenge
unsafe practices where required.

Risk Management and Prevention

Undertake and support workplace and task-based risk assessments, including more
complex assessments where required.

Assist stakeholders to identify hazards, assess risk and implement controls in accordance
with the hierarchy of controls.

Recommend practical risk controls and review whether agreed controls are
implemented and effective.

Monitor agreed corrective actions and support managers to ensure controls are implemented,
effective and closed out.

Identify recurring or emerging risks and recommend practical improvements or escalation.

Record and escalate significant HSW risks through AMCS risk and governance
processes.

Psychosocial Safety

Provide specialist advice on psychosocial hazards and controls, including
aggression, bullying, fatigue, workload, trauma and lone work.

Support the review of psychosocial controls and prevention strategies.

Incident Management and Investigation

Support timely reporting, triage, investigation and follow-up of workplace incidents, injuries,
hazards and near misses.

Undertake or support incident investigations appropriate to the complexity of the
matter, identify contributing factors and recommend corrective and preventative
actions.
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Support managers and employees following incidents, including practical safety planning and
referral to appropriate wellbeing supports.

Monitor agreed corrective actions through to completion and review whether actions
have been effective.

Analyse incident themes and trends and contribute to HSW reporting and improvement
priorities.

Identify and promptly escalate potential WorkSafe notifiable incidents and support
appropriate regulatory notifications, responses and follow-up in accordance with
AMCS processes.

Recognise and escalate incidents that may also involve client safety, safeguarding,
clinical risk or SIRS requirements, and work with relevant P&C, Quality, Clinical and
operational teams to support appropriate incident pathways.

HSW Policy, Procedures and Systems

Review, develop and maintain HSW policies, procedures, guidelines, tools and safe work
practices so they are contemporary, legally compliant, practical and appropriate to AMCS’s
operating environment.

Translate legislative and regulatory requirements into clear operational guidance for
managers and frontline employees.

Consult with relevant stakeholders when developing or reviewing HSW documentation to
ensure requirements can be implemented effectively in practice.

Maintain HSW registers, records, action plans and supporting documentation and contribute
to the implementation of AMCS’s HSW framework.

Support alignment of HSW systems with incident management, risk management,
clinical governance and continuous improvement processes.

Consultation, Capability and Safety Culture

Provide advice on HSW consultation requirements and support employees, Health and
Safety Representatives (HSRs), managers and HSW Committee processes.

Build safety capability through coaching, toolbox discussions, practical education and
contribution to HSW training initiatives.

Identify HSW competency requirements and advise on mandatory training needs and
gaps.

Work with Learning & Development and operational leaders to identify HSW capability gaps
and support targeted learning responses.

Contribute HSW requirements to the mandatory training matrix and escalate
significant competency gaps to relevant managers.

Promote a proactive safety culture in which employees feel confident identifying hazards,
raise concerns and contribute to safer ways of working.

Compliance, Monitoring and Continuous Improvement

Monitor HSW practices and provide specialist advice on Victorian OHS, WorkSafe and
relevant aged care requirements.
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Identify compliance gaps and recommend appropriate actions to relevant managers.

Coordinate and participate in HSW audits, inspections and assurance activities, and
monitor agreed actions through to completion.

Contribute to internal and external audits, regulator interactions and implementation of
agreed recommendations.

Analyse HSW data and prepare clear reports on significant risks, incidents, trends,
overdue actions and emerging issues for management and relevant governance
groups as required.

Emergency Management

Provide HSW input into emergency and disaster preparedness and response
activities, including consideration of workforce safety in home and community-based
settings.

Contractors / Associated Providers

Provide HSW advice in relation to contractors, volunteers and associated providers
where AMCS has responsibility, influence or control.

Decision-making and Accountability

Professional Development

The Health, Safety & Wellbeing Officer is expected to operate as an experienced HSW
practitioner and to provide authoritative operational advice within the scope of the role.

The position may recommend controls, policy changes, corrective actions and improvements
and is expected to escalate serious, systemic or unresolved risks promptly.

The position does not hold overall organisational accountability for HSW strategy,
governance, Executive/Board assurance or management decisions. These responsibilities
remain with the appropriate AMCS leaders and governance structures.

- Participate in staff development opportunities as planned
and required.

- Attend meetings and In-Service training when
appropriate.

- Maintain current knowledge of Victorian OHS,
psychosocial safety, WorkSafe and relevant aged
care safety requirements.

- Participate in relevant professional development to
maintain current HSW knowledge and capability.

Occupational Health & Safety - Comply with policies & procedures, identify OHS

concerns and communicate these to AMCS
management.

- Report hazards and incidents.

- Maintain awareness of applicable Victorian
Occupational Health and Safety (OHS) requirements
relevant to the position.

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
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- 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

Relevant tertiary qualification in occupational health and safety, work health and safety, or a
closely related discipline; or substantial equivalent professional experience.

Demonstrated experience in an operational HSW role, with the capability to work
independently and provide credible advice to managers and frontline employees.

Strong working knowledge of Victorian OHS legislation, regulations, codes and contemporary
risk management practice.

Demonstrated experience undertaking risk assessments, incident investigations,
identifying contributing causes and following corrective actions through to
completion.

Demonstrated ability to review and develop HSW policies, procedures, guidelines and safe
work practices.

Demonstrated knowledge and practical experience in psychosocial health and safety
requirements, including hazard identification, risk assessment and controls.
Experience monitoring HSW compliance, conducting inspections or audits, and
following improvement actions through to completion.

Ability to analyse HSW data, identify trends and prepare clear operational, compliance
and assurance reports.

Experience in aged care, community services, disability, healthcare or another
dispersed/frontline service environment is highly desirable, with direct aged care or
community-based experience strongly preferred.

Experience working with culturally and linguistically diverse workforces and communities is
desirable.

Current Victorian driver licence and capacity to travel to AMCS work/service locations as
required.

Capabilities and Attributes

Practical and solutions-focused, able to translate HSW requirements into workable frontline
practices.

Sound professional judgement, able to assess risk, determine appropriate action and
recognise when escalation is required.

Influential communicator — able to build credibility with Support Workers, managers,
executives and specialist stakeholders.

Constructive confidence — prepared to question practices and provide clear advice while
maintaining positive working relationships.

Strong written capability — able to develop clear, usable policies, procedures, reports and
safety guidance.

Collaborative and culturally responsive — works effectively across diverse teams and
uses culturally safe approaches when engaging with employees, clients and
communities.

Organised and accountable — follows actions through to completion and manages competing
operational priorities.

Continuous improvement mindset — uses evidence, incidents, feedback and risk information
to strengthen systems and practice.

Other Requirements

Comply with AMCS policies, procedures, Code of Conduct and all applicable legal and
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regulatory requirements.
e Maintain confidentiality and handle sensitive employee and incident information

appropriately.

e Meet applicable aged care screening, police check, worker screening and banning
order requirements relevant to the position.
e Undertake other duties reasonably aligned with the purpose and level of the position.

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 da

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
perceive attributes of objects by touching with skin, particularly that ol
fingertips.

Grasping/Finger
Movement

Grasping and finger movement (pinching, picking, typing) is required
holding onto objects. It will require the ability to do repetitive motions
hands, wrists and fingers.

Talking

Required for job requirements. An excellent understanding of the Eng
language is required when dealing with external organisations and Al
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 whisper:
conversations at a distance of up to 1 metre. Ability to interpret what
heard.

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
perception.

Smelling

Standing and
Walking

Required for job requirements. Ability to distinguish odours and ident
hazards.

Standing and walking are components of the position. They are requ
movement around the facility. It will require the ability to fully use botl
a variety of surfaces.

Reaching and
Stretching

Reaching and Stretching is required in carrying out administration dut

Repetitive Motion

Climbing

Repetitive motions of the wrists, hands or fingers may be required wh
carrying out administration duties such as, but not limited to typing.

Climbing is required when ascending or descending stairs. It will reqt
ability to utilise both legs and feet and/or hands and arms. Body agili
required.
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Lifting and Lifting and carrying is required in the movement of objects including
Carrying 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 Pushing and pulling are required to draw, drag, push or tug objects.

pulling

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

Crouching 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.

1. All employees, including volunteers, are required to provide a current National Police
Certificate before commencing work with AMCS.
Continuous employment with the agency is conditional upon the receipt of ongoing funding
for the program.
Meeting any medical standards required to perform the inherent requirements of the role.
Satisfactory performance during the contract.
Annual Appraisals by the direct Manager.
An adherence to the AMCS Policy and Procedure Manuals
All applicants must demonstrate the right to work in Australia.
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.
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Position description agreed to:
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Respect & Diversity
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Continous Improvement
We practice Continuous Improvement
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Our People

We value our Staff and Volunteers
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Compliance

We ensure Compliance
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