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Position title  Manager Aged and Disability 
Program Aged and Disability  
Responsible to • General Manager Health, Aged and Disability Services  

• Chief Executive Officer 
Direct reports • Program Leader Community Assist 

• Program Leader Package Support 
• Program Leader NDIS  
• Mental Health and Wellbeing Connect 

Award Health and Allied Services Managers and Administrative Workers 
Victorian Stand-Alone Community Health Services Multi-
Employer Enterprise Agreement 2022-2026 

 

Position summary 
The Manager Aged and Disability Services provides effective operational management and 
leadership to the Aged and Disability programs, including Assist, Support at Home, and NDIS 
programs, and the GCH Gardening service.  These programs provide funded aged care 
services, NDIS supports and self-funded services in the home and the community to enable 
people to live independently in their communities.  These programs also include contracted 
services on a Fee for Service basis on behalf of other providers.     
 

This role is responsible for actively leading the continued and effective transition of the 
current Home Care Packages (HCP) program to the new Support at Home program as part of 
the aged care reform under the new Aged Care Act 2024 (the Act).  This includes the 
evaluation, adaptation and implementation of internal policies, documents, systems and other 
processes to meet all regulatory compliance under the Act. It also includes providing high 
quality support to the relevant personnel through effective change management that ensures 
all parties have the right information and resources at the right time to be able to carry out 
their roles appropriately. 

 

The position will contribute to achieving the vision, goals and values articulated in GCH’s 
strategic plan.    
 
 

Key responsibilities 
1. Ensure all Aged and Disability services are participant focused, accessible, responsive, 

best practice and compliant to the NDIS Act 2013 and the Aged Care Act 2024. 
2. Provide positive leadership to Program Leaders and staff in the delivery of Community 

Assist, Support at Home (previously Home Care Package) and NDIS services in 
accordance with GCH strategic direction, operational plan, policies and philosophy  

3.   Provide supervision to Program Leaders and ensure all staff:  
a. Are meeting KPIs and targets  
b. Are efficiently rostered  
c. Participate in regular operational supervision   
d. Engage in clinical supervision according to eligibility  
e. Maintain timely and accurate client information and data entry  

4. Lead the continuous quality improvement, evaluation and accreditation of aged and 
disability services at GCH. This includes keeping up to date on all regulatory and 
compliance matters related to aged care and disability services, to ensure that GCH 
meets all relevant standards for providing quality, safe, person-centred services to 
clients, including the strengthened Aged Care Quality Standards and the NDIS Practice 
Standards.   
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5. Ensure all client information is kept securely in the client management system and 
Government platforms (MyAgedCare & PRODA) and is managed according to GCH 
policies and relevant legislation, including the Health Records Act 2001.  

6. Review and submit accurate monthly online claiming to Services Australia including full 
reconciliation of Participant accounts and production of monthly statements within the 
timeframes required.  

7. Accurately complete monthly invoicing for HACC, CHSP, Fee for Service and NDIS 
programs, and complete tasks including processing and exporting of data ready for the 
Finance team within the timeframes required.  

8. Ensure the effective and responsive management of resources including staffing, 
budgets and assets. 

9. Provide mentorship and open communication to create an innovative, inclusive, 
energised, and sharing work environment for all staff that is open to new ideas and 
opportunities. 

10. Establish and maintain relevant stakeholder involvement including liaising with funding 
bodies and participating in ARRCH Communities of Practice.  

11. Provide timely and accurate reports, advice and recommendations to the GM Health, 
Aged and Disability on current and emerging issues, incidents, feedback, service gaps, 
program needs and resource requirements.  

12. Identify growth opportunities and strategic partnerships for GCH in line with the strategic 
plan. 

13. Other duties commensurate with current skills and experience as agreed with the 
General Manager or Chief Executive Officer. 
 

 
 

Key selection criteria 
Qualifications  
• Degree or diploma in a relevant field or demonstrated experience in health, social welfare 

or direct care. 
Mandatory: 
• Demonstrated relevant experience in managing large and diverse teams or minimum of 

two years in a senior management position. 
• Demonstrated knowledge in understanding in Support at Home, Commonwealth Home 

Support Program, Home and Community Care, NDIS and Carer Support Program 
guidelines, data management, funding and financial management.  

• Demonstrated experience as a leader within a health and welfare organisation working 
with multi-disciplinary programs.    

• Strong understanding of continuous quality improvement and accreditation. 
• Knowledge and understanding of government policies and funding streams relevant to 

the programs. 
Desirable: 
• Full COVID-19 vaccination status (including booster). 
• Strong knowledge and understanding of community services. 

Demonstrated skills and experience: 
• Demonstrated attention to detail with well-developed administrative and organisational 

skills to effectively manage high volumes of work, determine priorities, and meet targets 
and deadlines. 

• Ability to maintain privacy and confidentiality at all times. 
• Demonstrated knowledge and application of computer software, including Microsoft 

Office and the Internet. 



 
    Position description 

Manager Aged and Disability  
 

Page 3 of 3 
  

• High level verbal and written communication skills that enable effective and appropriate 
communication with a broad range of people at all levels. 

• Demonstrated ability to contribute to positive workplace culture and practices. 
 
 

Quality, Health & Safety 
• Act in a way that maintains physical and psychological health and safety for self and 

others. 
• Adhere to safe work practices relevant to the role. 
• Promptly report issues that might put self or others at risk, including incidents and near 

misses, and respond appropriately to risks and reports from others when appropriate to 
do so. 

• Is kind to self and others. 
• Contribute to workplace safety and reduction of workplace injuries. 
• Ensure team members, consumers/participants and visitors are safe, and accurately 

report any incidents, hazards and near misses in a timely and professional manner. 
• Work at all times within a culture of continuous quality improvement.  

 

Personal attributes 
• Empowering 
• Professional 
• Inclusive 
• Compassionate 
• Courageous 

 
 

Licences and registrations 
• Current National police check 
• Current Employee Working with Children Check 
• Victorian driver licence 
• NDIS Worker Screening Check 

 

Please note: These checks are a standard part of our employment process at Grampians 
Community Health. If the results of these checks are not aligned with the requirements of the 
role, we may reconsider the offer of employment. 
 
 

Required training 
• MARAM Leading Alignment/Comprehensive Risk Assessment and Management 
• Internal online courses as required. 
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