[bookmark: _Toc18929074][image: ] 





	Position title
	TACS Kitchen Hand
Tangentyere Aged and Community Services (TACS)

	Division
	Social Services Division

	Classification
	1-2

	Prepared by
	Ben Poona

	Date
	11/05/2026

	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, 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.
TACS provide 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.  Within the TACS program, support is provided to frail & aged people, people living with disability and people living with chronic illnesses.  With more than 7 languages spoken and over 100 clients, TACS continues to uphold quality service provision and maintains its strong ties with community members of Alice Springs Town Camps and the wider community.
This position is responsible for supporting the TACS Cook to ensure the smooth delivery of the meals on wheels (MOW) and food box program by preparing, cooking, and delivering meals to older people among other related tasks such as ordering, purchasing and cleaning.
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
[bookmark: OLE_LINK1][bookmark: OLE_LINK2]Prepare and cook all meals and Food Boxes for the program.
Coordinate delivery of the meals on wheels (MOW) and food box program.
Arrange ordering and purchasing of all food and supplies.
Ensure the kitchen is kept clean and safe.
Ensure reporting requirements are met.
Adherence to Tangentyere Council policies and procedures.
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

	Prepare and cook all meals and Food Boxes for the program.
	Meals are prepared as per the approved menu.
Meals are prepared in accordance with individual care plans for special dietary requirements.
Food Boxes are prepared as per the food box menu.
Kitchen operations adhere to Australian Food Safety Standards in delivery, storage, and handling of all food.

	Coordinate delivery of the meals on wheels (MOW) and food box program.
	Lunches & suppers are delivered at scheduled delivery times as per clients’ individual care plans.
Food Boxes are delivered as per clients’ individual care plans.

	Arrange ordering and purchasing of all food and supplies.
	Food is ordered weekly as per TACS ordering policy and procedure.
Kitchen and cleaning supplies are ordered as required.
Weekly stock take of food items conducted.
Monthly stock take of kitchen supplies conducted.

	Ensure the kitchen is kept clean and safe.
	Kitchen is cleaned as per TACS Kitchen Cleaning Schedule.
Maintenance issues are reported immediately to the Program Manager and Safety Compliance Officer when identified.
Hazards are reported to the Program Manager and Safety Compliance Officer when identified.

	Ensure reporting requirements are met.
	Daily meal delivery reports are completed.
Weekly vehicle checks are completed.
Quarterly kitchen audits are completed.
Price lists and temperature logs are updated as required.

	Adherence to Tangentyere Council policies and procedures.
	Has read and complies with Tangentyere Council and TACS specific policies, procedures, and Staff Code of Conduct.

	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.
	Additional tasks that may arise from time to time are completed within the required timeframe and to a suitable standard.
Regular attendance at meetings.
Mandatory training.
Vocational training.


Relationships
Internal
	Social Services Division
	TACS

	Finance
	WH&S

	Tangentyere Artists
	Town Camp Community Centres

	Tenancy Support Program
	Fleet Manager

	Other Program Areas as needed
	Reception


External
	Central Australian Aboriginal Congress (CAAC)
	Palliative Care

	Local suppliers/vendors
	Environmental Health

	Western Desert Dialysis
	Dialysis Units

	Alice Springs Hospital
	Dementia Australia

	Aboriginal Hostels
	Aged Care Assessment Team

	Other aged care providers across Central Australia
	Other NT service providers


Competencies
Tangentyere core competencies
Commitment
Teamwork
Communication
WHS
Cultural Awareness
Qualifications and Selection Criteria
Required
Experience in food and meal preparation.
Basic literacy, numeracy, and administration skills.
Ability to prioritise and organise workload.
First Aid Certificate (or willingness to obtain).
Current NT Drivers Licence, NT Working with Children (Ochre) Card, and satisfactory Police Check.


Desired
Previous experience supporting people with disabilities or older people.
Food Safety & Handling certificate (and willingness to obtain).
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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