
 
   Position Description 

Alcohol & Other Drug Counsellor 

Page 1 of 3 
  

Position title  Alcohol & Other Drug Counsellor 
Program Counselling & AOD 
Reports to • Program Leader Cousnelling & AOD 

• Manager Mental Health & Wellbeing 
• General Manager Community Services 
• 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 Alcohol & Other Drug (AOD) Counsellor delivers high quality, evidence based and trauma 
informed therapeutic interventions to individuals and/or families impacted by alcohol & other drug 
use. 
 

This position forms part of the Counselling & AOD team and collaborates with related programs, as 
required. 
 
 

Key responsibilities 
Service Delivery 
1. Provide individuals and/or families, over the age of 16, who have impacted by alcohol & other 

drugs (AOD) with high quality, evidence and trauma informed therapeutic counselling with the 
aim to reduce the negative impacts of alcohol & other drug (AOD) use.  

2. Provide psychoeducation regarding the various impacts of alcohol & other drug (AOD) use to 
clients through a harm minimisation framework. 

3. Focus on recovery-oriented care. 
4. Deliver alcohol & other drug (AOD) counselling via face-to-face, phone call or video call to 

individuals and/or families impacted by alcohol & other drugs (AOD), across the Wimmera and 
sections of Central Highlands.  

5. Implement strategies to encourage and empower clients to engage with the program.  
6. Engage with clients who participate both voluntarily and in-voluntarily (forensic clients). 
7. Maintain every client’s right to privacy and confidentiality. 
8. Engage with clients who are experiencing co-occurring challenges and barriers such as other 

mental health disorders, housing instability, food insecurity, family violence, disabilities, etc.  
9. Complete comprehensive assessment and other related alcohol & other drug (AOD) 

assessments.  
10. Work collaboratively with clients to development a treatment plan, goal setting and exit planning.  
11. Seek secondary consults with the wider Counselling & AOD team, Community Services team, 

Leadership and/or external programs and agencies, when appropriate.  
12. Collaborate with internal and external stakeholders regarding the referral/intake processes. 
13. Liaise with external agencies to integrate co-occurring services and communicate regarding care 

planning and/or arrange exit strategies. 
14. Utilise the Community Care portal when engaged with forensic clients.  
15. Adhere to the alcohol and other drugs program guidelines, developed by Department of Health, 

Victoria. 
 

Administration – Reporting, Documentation & Quality 
16. Maintain accurate, timely case notes in UNITI and other GCH databases (if necessary). 
17. Prepare professional documentation (reports, minutes, correspondence).  
18. Conduct regular case file audits for compliance and quality assurance. 
19. Contribute to program evaluation and continuous improvement. 
20. Ensure compliance with: 

a. Alcohol & Other Drugs (AOD) Program Guidelines, Department of Health, Victoria. 
b. FVISS/CISS requirements. 
c. Privacy and information haring legislation. 
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Team-Focused Work 
21. Provide guidance to junior staff and volunteers. 
22. Promote a psychologically safe workplace aligned with GCH values and code of conduct. 
23. Work collaboratively with alcohol & other drug (AOD), mental health, family violence and 

community teams. 
24. Participate in supervision, team meetings, allocations meetings and professional development. 

 

Other Special Role Functions 
25. Attend clinical supervision with suitability qualified, discipline specific supervisor.  
26. Provide supervision and support to students in accordance with your skills, experience and 

qualifications, as agreed upon with Leadership. 
27. Foster a respectful and inclusive work environment by treating colleagues, clients and other 

stakeholders with courtesy and respect.  
28. 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  
• Minimum Diploma in Counselling or Tertiary Degree in Counselling, Social Work or related fields.  
• Minimum Cert IV in Mental Health and Alcohol & Other Drugs (AOD) or willing to obtain 

Mandatory 
• Membership with ACA, PACFA, AASW, AHPRA etc. 

Desirable 
• Strong understanding of alcohol & other drug (AOD) treatment, harm reduction and behaviour 

change models. 
• Experience working with diverse communities, including involuntary clients. 
• Knowledge of trauma informed practice and cultural safety. 
• Strong assessment and clinical judgement. 
• Experience providing counselling. 
• Skills of assessment, case co-ordination and current alcohol & other drug (AOD) knowledge. 
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 
• Victorian driver licence 

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 Brief & Intermediate 
• MARAM Adults Using Family Violence 
• Alcohol & Other Drugs (AOD) Core Competencies 
• COPE training for Take Home Naloxone  
• Forensic Fundamentals  
• Internal online courses as required 
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