Action on Disability within Ethnic Communities Inc.
(ADEC)

Position Description
16 January 2012

Respite Coordinator
Scope of Responsibilities
The Co-ordinator is responsible for providing the following the range Respite services 

· Regular In-home respite  

· Extended In-home respite  

· Carer and family mini-holidays. 
The target consumers are Carers from diverse cultural backgrounds, over 60 years of age caring for adult children, located in the North and West Metropolitan Regions of DHS.
Main purpose:
To develop a program that works in partnership with families to provide Respite options which meet individual needs, in particular, that improves the knowledge and confidence of Carers / Care recipients to link with alternative social, recreation support services and other community groups and services.
Key Selection Criteria

The person needs to demonstrate the following:

1.  Ability to communicate well with clients and staff from culturally diverse backgrounds.

2. Work within the operational budget constraints; 

3. Demonstrate respite activities that conform to the appropriate quality standards, including ADEC’s Policies and Practices;

4. Satisfactory development and implementation of an annual work plan;

5. Co-ordinate staffing and clients from various ethnic backgrounds to provide respite services ;

6. Documented all appropriate information on our computer system for auditing requirements.
7. Be able to collect Client responses and feedback to demonstrate high satisfaction rate and any issues are acted upon in a timely manner;

8. Demonstrated evidence of cross-linkages between networks and other respite organisations.
Specific Responsibilities

Program Establishment
1. To assist the DSTM and ED in the preparation of Strategic plans for the Respite program lead the preparation of Operational plans. 
2. To assist the Business Manager in the preparation of the Annual budget and then ensure actual expenditure is in line with budget.
3. To develop and agree administrative policies, systems and procedures including the preparation of Respite operations and staff (including recruitment & training) manuals, client feedback, intake, exit processes, referrals and data base development for auditing of program.
4. To ensure that appropriate quality management tools are developed, reviewed and incorporated into every aspect of the program.
5. To agree and establish appropriate reporting / feedback systems to track the overall progress of the program particularly in regard to:

a. client outcomes covering throughput, inclusion and empowerment;
b. numbers of participants v target 

c. costs to budget;  

d. reporting requirements for DHS and other Agencies are adhered to;
Client Management

6. To ensure (with the Intake & Assessment Officer) Individual Respite Service Plans (IRSP) are in place, agreed with clients, regularly reviewed and updated 

7. To ensure the level of support as outlined in the ISP provided is consistently provided, that assessment and service planning tools are in place and that any required changes are responded to in a timely manner
8. To ensure independent feedback is obtained from ‘clients’ of the program and that appropriate feedback to the responses is instituted   

Relationship Development
9. To ensure effective working relationships are developed and maintained with all other ADEC staff, facilitating appropriate cross flow of information, internal referrals and the identification and actioning of systemic issues.
10. To ensure effective working relationships are developed and maintained with Centrelink, Respite brokers in North and West Region of DHS, other providers of the program and with key carer and disability community health services and other relevant networks. 
Staffing
11. To ensure a full complement of appropriately qualified, trained and committed staff are in place at all times to meet the client case requirements, objectives and outcomes consistent with the Vision & Mission of ADEC.

Marketing and Program development
12. To promote the program to individuals and groups within the North and West Region of DHS and elsewhere as required by the ADEC marketing plans.

13. To develop (in conjunction with the ADEC management team) opportunities to expand the program to other locations via other funding / contractual sources.
14. To undertake specific projects as agreed to by the ED.
ADEC is an Equal opportunity employer.
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