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Service Coordinator – Disability

POSITION SUMMARY 
	Position Title 
	Service Coordinator  

	Reporting to 
	Disability Services Manager 

	Reports 
	Disability Support Workers & Mentors  

	Status 
	Full time 

	Location 
	Various Locations  

	Salary 
	SCHADS Level 5 



	Our Vision: Social justice and fairness for all, and improved quality of life for people in Western Sydney. 
Our Mission: We listen to our clients and the Western Sydney community to deliver community services that strengthen wellbeing, resilience and independence, and achieve impactful outcomes. 
Our Values: Compassion. Connection. Diversity. Social Justice. Brave. 
Our Culture Statement: We serve the community through respecting and valuing all people. We always put clients first, act with integrity, and keep our promises. We care about each other. We support each other. We’re a team of diverse, passionate, engaged and capable people, committed to being responsive and making an impact. 



ROLE OVERVIEW 
As a Service Coordinator, you will lead person-centered disability services, ensuring quality, compliance, and continuous improvement under NDIS standards. Reporting to the Disability Services Manager, you will oversee multiple sites, manage staff, and enhance service delivery. Your role includes budget oversight, financial compliance, and policy development to support business growth. You will build strong relationships with clients, families, staff, and external stakeholders. Representing the organisation at events and audits, you will uphold Woodville’s values.

RELATIONSHIPS 
	Internal
	External

	Clients, their families or guardians
Disability Service Manager
Leadership Team
Management Team
	NDIS and NDIS Commission
Other stakeholders such as allied health, physicians, service coordinators





RESPONSIBILITIES & OUTCOMES 
	Financial Management 

	Responsibilities   
· Develop, review, and manage staff rosters in accordance with the SCHADS Award. 
· Approve and process timesheets accurately and in accordance with deadlines. 
· Manage resources effectively.
· Implement strategies to ensure cost effective service delivery. 
· Oversee budgets and financial management in line with Woodville’s Delegations Policy and Procedures. 
· Assist in the development of budgets and financial planning. 
· Manage finances related to clients, petty cash, and site-specific expenses.

Outcomes 
· Monthly expenditure remains within or below the allocated budget. 
· Money handling procedures are consistently followed.
· Financial documents and cash are securely managed at all times. 
· Accurate records are maintained for all client financial decisions. 
· Irregular Support Funds are appropriately allocated and tracked. 
· Rosters of Care (ROC) and client profiles are developed in collaboration with the Disability Services Manager. 
· Staff rosters align with funding guidelines and, where applicable, ROC requirements. 
· Shifts and timesheets are reviewed and approved daily. 
· Demonstrates a sound understanding of NDIS funding, guidelines, and processes. 



	Operations 

	Responsibilities   
· Lead the team to provide person-centered support in all aspects of client care. 
· Maintain regular communication with Support Workers. 
· Participate in the recruitment and selection of Support Workers.
· Oversee thorough and appropriate staff induction.
· Manage staff performance issues and escalate significant concerns as needed. 
· Oversee the management, review, action, and closure of incident reports, including reportable incidents and feedback. 
· Oversee the management, review, action and, where possible, reduction of restrictive practices.  
· Maintain accurate and up-to-date client documentation, including Participant Plans, protocols, and Restrictive Practice submissions and reports. 
· Promote a safety culture and identify, report, and manage workplace hazards and risks, accidents, and incidents in line with health and safety policies. 
· Ensure all staff read, understand, and follow Woodville’s Policies and Procedures. 
· Share client activity information openly while respecting privacy, consent, and rights. 
· Prepare NDIS support letters and review and approve client service agreements. 
· Work with the Service Manager to enhance service systems, processes, and procedures. 

Outcomes 
· Monthly reports are completed accurately in accordance with deadlines. 
· Staff orientations, inductions, and training sessions are conducted as required. 
· Ensure relevant client-specific allied health training is organised and completed. 
· Review client plans and protocols as required to ensure they are current, comprehensive, and address all regulatory requirements. 
· Records and data are maintained accurately, objectively, and promptly. 
· Maintenance and repair needs are reported and actioned appropriately. 
· Staff supervision sessions are conducted and documented as per Woodville’s policies and procedures. 
· Significant issues, grievances, and complaints are reported and resolved per Woodville’s Policy and Procedures. 
· Regulatory reporting requirements actions are completed within required deadlines. 
· Completion and appropriate escalation of site- and client-specific reportable incidents. 
· Active promotion of business growth and outreach, including onboarding and transitioning new participants. 



	Stakeholders 

	Responsibilities   
· Establish and maintain positive relationships with all stakeholders.
· Communicate effectively with stakeholders to understand their needs and expectations.
· Respond promptly and effectively to stakeholder concerns, ensuring that client voices are heard and their issues are addressed. 
· Assist in developing strategies to enhance stakeholder engagement and satisfaction.
· Collaborate with internal teams to ensure stakeholder requirements are met.

Outcomes 
· Maintain regular and transparent communication with all stakeholders.
· Keep stakeholders informed of service updates, developments, and changes.
· Distribute monthly updates to clients’ stakeholders.



	General 

	· Agree and demonstrate commitment to our Code of Conduct. 
· Agree and demonstrate commitment to our policies and procedures. 
· Agree and demonstrate commitment to the outcomes of the position description. 
· Adhere to Woodville’s conditions as described in the employment contract. 
· Adherence and active promotion of a positive safety culture and WHS requirements.  



RECRUITMENT CRITERIA 
	Diploma in Disability Services, Community Youth Services, or equivalent relevant work experience managing teams and navigating the NDIS system within the disability sector. 

	Good understanding of and demonstrated experience in delivering a person-centred support model that allows individuals to achieve their goals and potential. 

	Advanced critical thinking and problem-solving skills to be able to find unique and safe ways to support clients. 

	Experience in assessing, developing, implementing and reviewing client plans, goals and supports. 

	Demonstrated advanced communication skills and high levels of empathy.  

	NSW Driver’s License 

	First Aid Certificate 

	Working with Children Check and NDIS worker Check 



OTHER REQUIREMENTS 
· You may be required to perform reasonable duties not specified in this position description to support business and operational needs. 
· Travel may be required, with prior, notice to fulfill job responsibilities. 
· Support and uphold the NDIS Practice Standards. 
· Promote a person-centered culture that values choice, inclusion, and empowerment. 
· Be available for on call duties as required. 

I acknowledge having read and understood the requirements of my position. 

	Employee Name 
	Employee Signature 
	Date 
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