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	Position Title:
	Intake Officer

	Position Number:
	TBC
	Cost Centre:
	TBC

	Site/Facility:
	Calvary Community Care 

	Department:
	Operations

	Enterprise Agreement
	 Social, Community, Home Care Disability Services Industry Award 2010

	Classification:
	Award 

	Reports To:
	Service Coordinator

	Date of Preparation:
	May 2017
	Date Updated:
	

	Primary Purpose

	To be responsible for the administration of intaking new clients and maintaining maximum occupancy rates for a variety of funding streams including: Home Care Packages (HCP); National Disability Insurance Scheme (NDIS) and Commonwealth Home Support Program (CHSP); Department of Veteran Affairs (DVA). 


	Organisational Environment

	At Calvary our vision as a Catholic Health, Community and Aged Care provider, to excel, and be recognised, as a continuing source of healing, hope and nurturing to the people and communities we serve. We put the person at the centre of care in all that we do. Calvary continues our mission focus in providing high quality care to the sick and vulnerable and in particular to those people approaching and reaching the end of life, their families and carers in all our services.

Calvary’s Services include public and private hospital care, acute and sub-acute care, community care and retirement and aged care services, in both rural and metropolitan areas.

Calvary Community Care provides services to support people to live independently at home and actively participate in community life. Services include Commonwealth Home Support Program (CHSP) Packages, Veterans' Home Care (DVA), DVA Community Nursing Program, Respite Care and Community Housing.  Services are available 24 hours a day seven days a week, in ACT, NSW, Northern Territory, South Australia, Tasmania and Victoria.

	Accountabilities and Key Result Areas

	People and Culture:
· Practice in accordance with Calvary and relevant Government Health policies and procedures, the position description, Code of Conduct and industrial agreements;
· Work in accordance with the mission and vision of Calvary and actively participate in developing a culture that promotes Calvary’s values of healing, hospitality, stewardship and respect;
· Coordinate assessments for clients with Care Advisors, Case Managers and Care Coordinators.

Service Development & Innovation:
· Manage referrals via various mechanisms including  clients, families, ACAT, RAS and portal downloads such as My Aged Care (MAC) for HCP, CHSP; and DVA
· Maintaining waitlists and monitoring targets;
· Accurate and timely completion of Data entry utilising the Client Data base;
· Provide information about Calvary Community Care and other community options which could assist clients;
· Develop expertise utilising government and other agency portal technologies and in using Calvary Community Care’s (CCC) database and email systems;
· Contribute and participate in continuous improvement initiatives within the organisation;
· Demonstrate the principles of the Calvary Customer Experience.

Wise Stewardship
· Develop strategies to address vacancies and responses to changes in program numbers;
· Identify gaps in service options to best meet clients’ needs and take action to resolve.

Community Engagement:
· Liaise with and develop positive working relationships with other professionals and agencies and participate in relevant forums and meetings. 

WH&S Responsibilities: 
· Take reasonable care of your own health and safety and the health and safety of others in the workplace;
· Comply with relevant Calvary WHS policies, procedures, work instructions and requests;
· Report to your supervisor any incident or unsafe conditions which come to your attention; 
· Observe any additional requirements as outline in Calvary’s WHS Responsibilities, Authority and Accountability Table (published on Calvary intranet). 

	Key Relationships

	Internal:
	· Case Managers
· Care Coordinators
· Care Advisors
· Service Coordinator
· CSO
· Support Workers
· Payroll/Accounts 

	External:
	· Clients and their families
· External Agencies

	Position Impact

	Direct Reports:
	N/A


	Budget:
	N/A

	Competencies:
	· Influencing Ability
· Change Management
· Conflict Resolution
· Customer Focus
· Coaching
· Team Work
· Interpersonal Savvy
· Judgement and Problem Solving
· Planning and Organising
· Operational Awareness
· Results Orientation
· Initiative
· Self-Development
· Flexible and Adaptable
· Listening and Communication

	Selection Criteria

	· Experience in the aged and disability/community sector; 
· Experience with data entry; referral management, portals and other referral media;
· Strong Microsoft Office skills with the ability to learn and adapt to a variety of client management systems;
· Well-developed customer service skills;
· Strong written and oral communication skills;
· Ability to work within program guidelines regarding eligibility, assessment, service provision, reporting and accountability;
· Understanding of program targets, reporting requirements and processes to comply with them;
· Commitment to work within the vision and mission of Calvary. 

A relevant tertiary qualification in the Aged/Community sector is desirable.

	Approvals 

	Job Holder’s signature:
	Date:

	Manager’s signature:
	Date:
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