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Position title  Dedicated Intake Worker 
Program Health & Communities  
Reports to • Manager Health & Communities 

• General Manager Health, Aged & Disability 
• Chief Executive Officer 

Direct reports • Nil 
Award/EBA Community Health Centre (Stand Alone Services) Social and 

Community Service Employees Multi Enterprise Agreement 2022 
 

Position summary 
The Dedicated Intake Worker assists clients and potential clients when they contact Grampians 
Community Health with an enquiry, referral or support need. The role provides a welcoming and 
person-centred first point of contact, ensuring individual needs are identified through Initial Needs 
Identification, appropriate information is provided, Initial Needs Identification is completed, and 
referrals or service connections are facilitated. 
 

The position plays a critical role in ensuring timely access, understanding a person's immediate 
needs and priorities, identify their level of risk and priority of access to assessment, treatment, 
support and services, using tools such as the Initial Assessment and Referral Tool (IAR) and basic 
Alcohol and Other Drug screening. 
 

The role is focused on access, coordination and navigation and does not replace program-specific 
assessment, clinical decision-making or ongoing case management. 
 

The role operates in accordance with the Victorian Service Standards and the GCH Intake Practice 
Guide. 
 
 

Key responsibilities 
1. Operate in accordance with the Victorian Service Standards, GCH Intake Practice Guide, 

organisational policies and procedures, and relevant legislative requirements. 
2. Provide primary point of contact for anyone seeking service information or referral to required 

services either at GCH or other agencies. 
3. Register and enter all client information and data into the client management system. 
4. Compliance and adherence to GCH Intake policies and procedures including consumer safety 

practices. 
5. Provide an intake response in accordance with Victorian Practice Service Standards, including 

explaining to the client the reason for collecting information and how it will be used to screen for 
broader needs. 

6. Undertake Initial Needs Identification (INI) to: 
a. understand a person's needs, priorities and circumstances 
b. identify opportunities for information provision and early intervention 
c. identify risk and support timely escalation where required 
d. determine appropriate referral pathways and service options 
e. support equitable and person-centred access to services 

7. Utilise strengths-based, brief intervention and solution-focused approaches where appropriate to 
support people in identifying options and next steps. 

8. Support clients to navigate health, community and social support systems through information 
provision, service coordination and referral pathways. 

9. Where appropriate send referrals to GCH programs and external services and programs that 
best meet the client’s needs. 

10. Liaise and maintain professional relationships with other service providers to provide best 
outcomes for the client. 

11. Support continuous improvement initiatives that strengthen access, coordination and client 
experience across the organisation. 
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12. Lead the day-to-day operation of the Needle and Syringe Program, including direct service 
delivery, stock and resource management, maintenance of the NSP space, accurate data 
collection and reporting, and supporting staff capability through training, guidance and practical 
assistance to promote safe and effective NSP practice. 

13. Provide coordination of the Primary Health Network Psychological Treatment Services when 
required. 

14. Support NDIS Customer Service coordination as required. 
15. Provide backfill for other dedicated intake staff as required  
16. Provide supervision and support to students as required. 
17. Foster a respectful and inclusive work environment by treating colleagues, clients and other 

stakeholders with courtesy and respect.  
18. Other duties commensurate with current skills and experience as agreed with the Program 

Leader, Manager, General Manager or the Chief Executive Officer. 
 

 

Key selection criteria 
Qualifications  
• Certificate IV or Diploma in Community Services, Mental Health, AOD, Disability, Aged Care or 

related field 
• Or two to three years’ experience working in a relevant field and a willingness to attain further 

qualifications. 
Mandatory 
• Proven experience working in community, health or human services with people experiencing 

health, wellbeing or social support needs, and an ability to work within a strengths-based and 
person-centred framework. 

Desirable 
• Understanding and knowledge of services available within the region and beyond. 
• Clear understanding of GCH and its operations. 
• Experience working within a community or human services setting. 
Demonstrated skills and experience 
• Ability to maintain confidentiality at all times. 
• Demonstrated attention to detail with well-developed administrative and organisational skills to 

effectively manage high volumes of work and determine priorities, meet targets and deadlines. 
• High level verbal and written communication skills that enable effective and appropriate 

communication with a broad range of people at all levels. 
• Demonstrated knowledge and application of computer software, including Microsoft Office and 

the Internet. 
• 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 
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Licences and registrations 
• Current National police check 
• Current Employee Working with Children 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 Identification and Screening 
• Internal online courses as required 
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