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	Position title
	Administration Officer - Tangentyere Aged and Community Services (TACS)

	Division
	Social Services

	Classification
	2.1

	Prepared by
	Ben Poona

	Date
	22/08/2023

	Staff reporting to position
	0


Position Summary
Tangentyere Council Aboriginal Corporation (TCAC) is a community controlled Public Benevolent Institution delivering human services and social enterprise activities for the benefit of Aboriginal people from the Alice Springs Town Camps, urban Alice Springs, and Central Australia.
Tangentyere Aged & Community Services (TACS) is part of the Social Services Division (FSSS), which aims to improve the quality of life of Central Australian Aboriginal people and the wider community through providing innovative, responsive, and culturally safe services. TACS provide CHSP, HCP & NDIS home care & centre-based services to an extremely diverse and vulnerable cohort of people, where health is more than often secondary to other social determinants. With more than 7 languages spoken and over 100 clients, TACS continues to uphold quality service provision and maintains its strong ties with members of the Alice Springs and wider community.
This position will provide administration support for the TACS program. Responsibilities include providing a high level of customer service, responding to queries from clients and external stakeholders, monitoring and updating program schedules, collating meeting agendas, and completing meeting minutes. This position will also be responsible for providing administration support with the TACS intake and review process, maintain internal documents and manage confidential records, and will provide advocacy for vulnerable clients. This position requires strong attention to detail and a willingness to achieving set goals.
The successful candidate will have experience providing face-to-face customer service, have a high level of communication skills, both written and verbal, be proficient in using Microsoft 365 applications and other databases, and provide an adequate level of data-entry skill and accuracy. The successful candidate will be able to manage their time efficiently and prioritise their workload, be approachable and calm under pressure, and will have experience working with vulnerable people, possessing a strong understanding of cultural safety, advocacy, and the local context.
Hours of work will be from 8:30am-3pm, Monday to Friday (excluding public holidays).
As part of your role, you will be working with children, people with a disability and people who are vulnerable. It is your obligation to always ensure their safety and report any concerns in line with our duty of care obligations. We have zero tolerance when it comes to abuse of any kind and will take disciplinary action, including and up to termination of employment, should we determine that abuse has taken place or there has been a failure to report any suspected or alleged abuse. 
Responsibilities
Provide a high level of customer service to internal and external stakeholders.
Monitor and update program schedules.
Arrange meetings, collate agendas, complete, and disseminate minutes for all TACS meetings.
Provide administration support with the TACS intake, review and exit process.
Maintain internal documents and manage confidential records in accordance with organisational policies.
Provide advocacy for frail, aged people and people living with disability that is culturally safe.
Other reasonable duties as required.
Assist with achieving quality management objectives across the organisation.
Assist with achieving safeguarding objectives across the organisation.
Assist with achieving compliance objectives across the organisation.
Other reasonable duties as required.
Major Accountabilities
	Accountabilities
	Performance indicators

	Provide a high level of customer service to internal and external stakeholders.
Develop strong relationships.
Answer incoming calls.
Screen, announce and transfer calls to the appropriate employee.
Ensure call-backs / email & voice messages are passed on, where required.
Respond appropriately to queries, where required.
Monitor all incoming correspondence and disseminate to the appropriate employees.
Provide information relating to the program as requested.
	All forms of communication are provided in a professional manner.
Strong relationships with internal and external stakeholders are established and maintained.
Queries from internal and external stakeholders are screened and delegated to the appropriate employee.
Queries from internal and external stakeholders are responded to in a timely manner. 
TACS incoming mail is checked, collected, and delivered.
TACS outgoing mail is processed when required.

	Monitor and update program schedules.
Monitor program calendars.
Update program schedules.
Update program directories.
	Program calendars are monitored and updated.
Program schedules are monitored and updated.
Program directories are monitored and updated.

	Arrange meetings, collate agendas, complete, and disseminate minutes for all TACS meetings.
Arrange and update meetings calendar.
Arrange catering for select meetings.
Prepare meeting agendas.
Complete and disseminate meeting minutes.
Follow up on action items
	Meetings calendar is up to date.
Catering is organised for select meetings.
Meeting agendas are collated as directed from TACS Leadership and prepared.
Meeting minutes are completed within their respective timeframes and disseminated to relevant TACS employees.
Action items are followed up ensuring deadlines are met.

	Provide assistance with the TACS intake, review and exit process.
Intake
Client reviews
Exit
	Incoming referrals and supporting documents are identified in My Aged Care, entered, and uploaded into e-Case.
Referral outcomes are actioned in e-Case and My Aged Care.
Accepted intake documents are prepared.
Intake administration is completed and register updated.
My Aged Care administration is completed.
Intake document filing is completed.
Client review schedule is monitored.
Client review documentation is prepared when required.
Review actions register is updated.
Review filing is completed.
E-Case and My Aged Care exit reporting is completed.
Electronic and hard copy client file is prepared for closure to await approval from Coordinator.
File is closed and archived.

	Maintain internal documents and manage confidential records in accordance with organisational policies.
All TACS documents are processed, recorded, handled, uploaded and/or updated in accordance with organisational policies.
Records are kept confidential and stored appropriately.
	Internal registers are updated and maintained regularly.
Internal documents are updated and maintained as per program requirements.
Internal forms are processed as per program requirements.

	Provide advocacy for frail, aged people and people living with disability that is culturally safe.
Understanding and knowledge of the Aged Care and Disability sector.
Understanding and knowledge of the local cultural context.
Reporting changes or changes to client circumstances.
Promoting client independence.
	Clients are provided with services that are culturally safe and suitable to the local context.
Clients are provided with information appropriate to assist in meeting their needs.
Changes or concerns relating to client circumstances are reported and documented correctly.

	Assist with achieving quality management objectives across the organisation.
Commitment to the Tangentyere Council Quality Management Objectives.
	All work-related actions and behaviours are aligned with the organisations mission and values.
Actively participate in and promote a continuous improvement culture across the organisation.
Understand and comply with organisation policies and procedures.
Maintain organisation and client records in accordance with legislative and organisational policy requirements.
Ensure all decisions made in the course of your duties are transparent and align with organisational policy and procedures.
Assist clients to provide feedback when required. 
Contribute to QMS area audits as required in a timely manner.
Contribute to implementing change when identified through the QMS as required.
Provide feedback on the QMS as required.

	Assist with achieving safeguarding objectives across the organisation.
	Report any concerns or suspicions of abuse of children, people with a disability or vulnerable peoples in line with duty of care and mandatory reporting obligations.

	Assist with achieving compliance objectives across the organisation.
	Maintain own records and manage Employment Hero compliance for staff, where applicable.
Maintain current certifications (Driver’s Licence, Working with Children (Ochre Card), Police Check, and where relevant, RN Registration, White Card and First Aid Certificate etc.) and upload evidence in Employment Hero.
Complete probation reviews (6, 12 and 22 weeks) within the approved timeframe.
Read and acknowledge all relevant policies in Employment Hero.

	Other reasonable duties as required.
Program event participation
Professional development
	Participation in program events.
Ongoing professional development.
Additional tasks that may arise from time to time are completed within the required timeframe and to a suitable standard.





Relationships
Internal
	Youth & Community Safety Services Division
	Community Centre Division

	Family Safety & Social Services Division
	Tangentyere Employment Services



External
	Congress
	Community Health

	Housing
	Services Australia

	Purple House
	Alice Springs Hospital

	Renal Unit
	Other Aged Care Providers


Competencies
Tangentyere core competencies
Commitment
Teamwork
Communication
WHS
Cultural Awareness
Qualifications and Selection Criteria
Required
An understanding of the Aged Care or Disability industry.
Experience and/or qualifications working in office administration or a related field.
Experience providing exceptional customer service.
Experience using Microsoft 365 and other databases.
An ability to manage time efficiently and prioritise a varied workload in a high-pressured environment.
An ability to work autonomously and work well in a team. 
An understanding of My Aged Care.
Current NT Drivers Licence, NT Working with Children (Ochre) Card, satisfactory Police Check, and proof of full (3) vaccination against COVID-19.
Desired
Current First Aid Certificate, or ability and willingness to attain.
Ability to understand or speak one or more Aboriginal languages.
An understanding of Aboriginal culture as well as a broad range of contemporary issues affecting Central Australian Aboriginal people.


Verification
This section verifies that the position holder and the manager have read the attached position description and are satisfied that it accurately describes the position.
Position holder
	Name
	

	Date effective
	

	Signature
	


Manager
	Name
	

	Date effective
	

	Signature
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