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Position Description 

  
 

The purpose of this document is to record an accurate description of the position you currently hold.  It should 
be completed in consultation with your Supervisor/Manager and reviewed annually. Both you and your 
Supervisor/Manager should retain a copy and forward a copy to Human Resources. 

Position Details 

JOB TITLE: Community Support Worker 

ENTITY/LOCATION: Centacare (St Agnes’ Care & Lifestyle) 

MANAGERS / SUPERVISORS Manager, NDIS Services 

DATE OF COMPLETION July 2018 

DATE OF REVIEW July 2021 

 

Our Vision “Everything is to be oriented towards the praise and glory of God” 

Our Mission 

 

The St Agnes’ Catholic Parish community strives to make Our Vision a reality by a commitment 
to: 

Holiness in the image of Christ 

Proclaim the good news of salvation 

Minister within the faith community 

The service of all, particularly those in need. 

 

1.  PRIMARY PURPOSE OF POSITION 

In the context of actively supporting the vision and mission of St Agnes’ Catholic Parish, the primary purpose of 
the position is to provide flexible support and respond to the diverse needs of people with a disability and their 
families who have an NDIS Service Agreement with Centacare. 

Centacare community based disability support services administer a range of programs directly funded 
through the NDIS and in brokerage arrangements with other non-government services and programs. The 
incumbent will provide relevant core supports and capacity building supports for people within the scope of 
their NDIS Plans.  

This Position Description is provided for indicative purposes and does not represent a comprehensive 
reflection of the role. The day to day tasks and duties will be developed as work priorities dictate. These 
will be discussed between the supervisor and the staff member and will reflect the strengths and skills 
of the successful candidate. 

The Employer reserves the right to vary this Position Description in response to changing needs. In fulfilling this 
purpose the incumbent is required to be familiar with, support and act in accordance with the Parish Vision 
and Mission as they relate to this position. 
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2.  KEY RESULT AREAS AND RESPONSIBILITIES  

1. Promotion of 
Service 

 Network effectively within local community by attending relevant networking 
meetings and community forums where relevant. 

 Promote services to eligible people by organising or attending promotional events 
with relevant community groups. 

 Maintain high standard working relationships with existing clients, existing referrers, 
service providers and within the Port Macquarie and Kempsey communities. 

 Promote positive outcomes by contributing to media releases, newsletter articles and 
other advertising material. 

2. Support, 
Supervision 
and Skill 
Development 

 Adhere to the mission and vision of St Agnes’ Catholic Parish and the St Agnes’ Parish 
Strategic Plan 2016-2020.  

 Provide active behaviour and communication support to people with a disability, by 
actively encouraging them to develop personal, community and social relationships 
and to achieve personal goals. 

 Support people with a disability and their family and carers to develop and maintain 
independence and safety in personal care, health care and hygiene. 

 Engage with people with a disability and their family and carers, advocates and other 
specialised support staff to develop programs aimed at achieving an individual’s goals. 

 Undertake the role of key worker, where requested, and lead the client care planning 
and review process to formalise client goals according to policy requirements. 

 Undertake administration duties in adherence to relevant policies and procedures for 
the provision of support work including documentation, care planning, monitoring 
and review and contribution to behaviour management plans. 

 Use St Agnes’ Catholic Parish systems to ensure that accurate, complete and up to 
date data and information is recorded regarding risks and incidents at the point 
where support work is delivered. 

 Engage in ongoing learning and competency development which builds on existing 
skill sets and responds to the needs of the person being supported. 

3. Service 
Delivery 

 Comply with all requests and requirements of the allocated shifts and rostering 
each month as per their identified availability. At least one month’s notice to 
Centacare is required for planned leave or unavailability. 

 Where a shift is cancelled with less than 24hrs notice, you may be requested to 
make-up the paid time undertaking duties in the Centacare office as directed. 

 Comply with all safety in the field procedures and processes at all times. 
 Escalate or notify issues of risk or other incidents as appropriate to the policies 

and procedures of the support worker role. 
 Respect client confidentiality and privacy at all times and adhere to St Agnes’ 

Catholic Parish policies. 
 Ensure any personal actions or behaviours do not bring St Agnes’ Catholic Parish’s 

or Centacare’s reputation and goodwill into disrepute. 

4. Contractual 
Compliance 

 Ensure all practices and service activities comply with Centacare, St Agnes’ Catholic 
Parish and state and federal government policies and guidelines to ensure effective, 
efficient and inclusive practice. 
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2.  KEY RESULT AREAS AND RESPONSIBILITIES  

5. Monitoring 
and reporting 

 Work with the NDIS Services Manager to identify the evolving service needs of people 
with a disability and their carers to anticipate, plan and meet future service delivery 
needs. 

 Comply with requests of St Agnes’ Catholic Parish regarding quality, safety and 
continuous improvement activities and initiatives. 

6. Work Health 
& Safety 

 Take reasonable care for your own health and safety and others in the workplace. 
 Comply with any reasonable instructions, policies and procedures given by your 

employer, business or manager of the workplace including: 
− Follow safe work practices, procedures and training provided 
− Wear all appropriate personal protective equipment (PPE) 
− Report all incidents promptly (including hazards, near hits and injuries) 
− Avoid interfering with safety equipment (such as guarding) 

 Present fit for work. 
 Proactively drive and commit to high standards of work health and safety for St Agnes’ 

Catholic Parish and be accountable for leading a culture where the health, safety and 
wellbeing of workers is truly valued. 

 Understand St Agnes’ Catholic Parish’s key inherent work health and safety risks, 
critical control processes and the resources that are required to mitigate risk.   

7. Professional 
Development 

 Ensure you remain aware of developments in your practice area and undertake 
prescribed training to develop, consolidate and update skills at all times. 

 Participate in continuing professional development activities including identification of 
areas of knowledge deficit and pursuing appropriate continuing education. 

 Remain aware of service delivery redesign opportunities and support innovative 
practice. 

8. Other duties 
as required 

 Any other duties as reasonably directed from time to time. 
 The Employer reserves the right to vary this Position Description in response to 

changing business needs. 
 

3.  PERFORMANCE CRITERIA 

This position is performed well when: 
 All work is performed in a manner that is consistent with St Agnes’ Catholic Parish Mission Statement and 

Values and in accordance with relevant practice standards. 
 Accountability of service delivery is transparent, efficient and effective. 
 Interventions are measured, monitored and reviewed for increased benefit of the client and support 

worker. 
 Quality care and support is provided to people with disabilities which is inclusive and respectful. 
 Services are provided which are tailored to the needs of persons with a disability and strive to meet their 

goals. 
 All staff adhere to their obligations under relevant state and federal legislation. 

 
CHALLENGES OF THE ROLE 
 Assist the person with a disability to work through communication barriers and encourages personal 

development and goal attainment. 
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3.  PERFORMANCE CRITERIA 

 Support client choice and control of the support provided to the best of the service’s availability and 
resources, noting where the client’s choice may conflict with the values and mission of St Agnes’ Catholic 
Parish or personal beliefs of staff. 

 Build team cohesion and personal resilience, given support worker mobility, rotating shifts and potential 
isolation. 

 Prioritise and plan the provision of direct support work and administrative tasks to ensure relevant policies 
and procedures are adhered to, given competing priorities. 

 Identify or solve a complex problem when working in isolation and acknowledge when to escalate the issue 
to the relevant staff member at Centacare. 

 Balancing the client’s dignity of risk whilst supporting their active participation in life experiences of their 
choice with duty of care to the client to minimise the risk of harm to the client and others. 

 

4.  EXPERIENCE, QUALIFICATIONS AND SKILLS FOR THE JOB 
 

An understanding of the Catholic faith and an appreciation its value systems, beliefs and practices.  

QUALIFICATIONS 

 Relevant qualifications and/or work experience in the disability, community or human services sectors. 

EXPERIENCE 

 Experience in undertaking personal care and household duties including meal preparation and household 
cleaning. 

 Good oral and written communication skills for engaging and communicating with persons with a disability, 
staff, families and for completing documentation. 

 Computer skills, including the use of standard computer applications. 
 Experience in working as part of a team and follow organisational policies. 
 Experience of developing and maintaining strong partnerships with internal and external stakeholders. 

JOB RELATED REQUIREMENTS 

 Current NSW Drivers Licence 
 Current National Police Certificate 
 Current Working With Children Check  

SKILLS & ATTRIBUTES AS A PERSON 

 Actively promote St Agnes’ Catholic Parish Vision, Mission, and Code of Conduct in Practice. 
 Commitment to work in harmony with Catholic Values and Principles. 
 Demonstrates compassion, empathy, positivity and flexibility. 
 Ability to communicate with a variety of people and establish rapport. 
 Ability to problem solve in complex situations and under pressure. 
 Understanding and commitment to support persons with a disability in daily living, personal care skills and 

social inclusion to foster their skill development, independence and empowerment. 
 Oral and written communication skills for engaging and communicating with persons with a disability, staff, 

families and writing reports and documentation. 
 Computer skills, including the use of standard computer applications, for efficient use of systems. 
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