[image: ]POSITION NAME   Intake Officer – Aged Care & Disability  

[bookmark: _Hlk525723600]LOCATION	Office based Jannali 

SALARY 	SCHADS Modern Award Level 3 ($30 /hour) 
25 hours per week 5 days per week

The position is an identified Aboriginal position. Aboriginality is a genuine qualification authorised under Section 14(d) of the Anti-Discrimination ACT 1977

ABOUT THE ROLE

In this role you will act as the primary liaison for all new enquiries into our Aged Care and Disability Support Programs, including CHSP & NDIS.
You will use information gathered during the client enquiry and intake process, negotiate service agreements and care plans and coordinate placement or, alternatively, to refer the client to other more appropriate services based on your sector and industry knowledge.
This position is responsible for the initial costing/quoting of NDIS plans through to tracking and claiming for services delivered. 
You will work with your internal service delivery stakeholders to provide existing and potential new clients with a seamless and positive customer experience.
Key Responsibilities 
· Pre-admission and admission of all new clients - intake
· Receive and process all initial or roll-over enquiries from current and new potential clients, and stakeholders 
· Liaise with relevant stakeholders around placement suitability and capacity based on client needs and preferences
· Liaise with team leaders to match staff to service
· Provide general information and education to internal and external stakeholders and consumers
· Roster Individual Support Workers to a service
· Anticipate and respond to service delivery requests
· Undertake necessary administrative tasks to ensure smooth operation of all services
·  Operate in accordance with all system policy, procedures, and manual
· Regular communication with the NDIA / Support Coordinators, Aged Care Team and Clients
· Prepare clients service agreements, bookings and quotes
· Management of service claims within PRODA
· Maintain records, case note activity and input hours of service delivery into NDIS billing systems on a daily basis
· Represent KAC at industry and sector events and other forums
· Data entry within MYOB, DEX and PRODA 
· Management of Petty Cash

ABOUT KURRANULLA ABORIGINAL CORPORATION
[bookmark: _GoBack]Kurranulla Aboriginal Corporation is a non-profit community service organisation based in the Sutherland Shire who have been providing services to the Community for 25 years. 

Our vision is to provide culturally appropriate services and build the capacity and capability of individuals, families and community.

SELECTION CRITERIA

· Relevant tertiary qualification and/or demonstrated relevant experience in Community Services/Aged Care/Disability
· Demonstrated experience in a client facing / administrative role
· Excellent interpersonal, communication and negotiation skills
· Ability to work independently, co-ordinate multi-disciplinary services and to self-manage outcomes
· Experience in using client management systems and databases to maintain records and prepare accurate reports such as DEX, PRODA and MYOB
· Knowledge and application of general accounting principles & experience in accounts receivable and/or financial environments
· Demonstrated ability to meet deadlines, adapt to changing circumstances and maintain attention to detail
· Intermediate knowledge of Microsoft Excel and a high level of competency with MS Office applications

HOW TO APPLY

Please forward resume along with a cover letter to addressing the above Selection Criteria to:

manager@kurranulla.org.au

CLOSING DATE: 12 June 2020

Or call Wendy French 9528-0287 for further information  

www.kurranulla.org.au
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