
 

Schedule A 

POSITION DESCRIPTION 

POSITION TITLE: Programming and Quality Coordinator 

DIRECTORATE: Out of Home Care Services 

SECTION: Residential Services 

REPORTING TO: Executive Manager, Out of Home Care 

CLASSIFICATION: Social, Community, Home Care and Disability Services Award 

DATE UPDATED: May 2017 

PURPOSE OF THE POSITION: 

THE PROGRAM AND QUALITY COORDINATOR role is a key position across the organisation 
designed to support the needs of children and young people in our care. This is done 
through gathering information, analysing trends, and reporting program data and out-
comes, as well as seek out industry information to inform service quality standards, com-
pliance and improvements. 

The role works in an integrated way with stakeholders and critical partners to the lives of 
young people including internal and external parties, as well as the community as a whole. 
All activities are completed in a therapeutic intervention framework with children and young 
people who have experienced significant trauma, to ensure that all decisions are guided 
by principles of permanency planning and reflect the needs of the child or young person. 

Our therapeutic framework seeks to improve the lives of all the people Marist180 serves 
through individualised, evidence based, and trauma informed practices. Our model applies 
needs assessments, service delivery, as well as community engagement and capacity 
building, to create environments for safety, change and growth towards independence and 
sustainable success. We do this through consistent and caring responses to universal and 
individual needs, client led goal setting and program co-design, and by working with trauma 
related and developmental bio-psycho-social needs in the context of a strengths based, 
recovery oriented approach. We recognise the work of A Maslow, B Perry and Blaustein & 
Kinniburgh as pillars for our trauma informed practices, and apply Attachment Regulation 
and Competency skills in our practices. Our outcomes framework has baseline metrics, 
qualitative feedback and employ S Miller’s work on self-directed outcome measurement. 
Through assessment of needs we can clearly identify goals people wish to achieve, their 
strengths and match supports to their desired outcomes. By meeting the unique needs 
shaped by individual trauma and developmental experiences, in a culturally aware and 
confident manner with evidence based and trauma informed therapeutic services, the jour-



 

ney towards trauma integration and recovery can be commenced. In educating the com-
munity, and creating community connections to last lifetimes, we build capacity for all peo-
ple to be supported and true trauma informed practices to take place. 

Given the statement above, this position plays a critical role in: 

 Ensuring meaningful information is gathered and analysed to inform the degree of com-

pliance with service standards and legislation.    

 Ensuring meaningful information is gathered and analysed to inform the degree of com-

pliance with service contracts.  

 Informing the organisation of changes in industry expectations and upcoming reforms 

or developments.  

 Providing relevant information to management in order to support staff with best prac-

tice care. 

 Working with staff and clients to ensure information is gathered in a timely and efficient 

manner.  

RELATIONSHIPS: 

Key relationships associated with this position will include the young people in care, their 
family members and significant others, the line supervisors, team members, caseworkers, 
FaCS staff and health, education and community professionals.  

In supporting and promoting these relationships, M180 expects that each staff member will 
demonstrate a high standard of professional and ethical behaviour and a commitment to 
Marist180’s philosophy, mission and values. 

In all these relationships, Marist180 expects a high standard of professional and ethical 
conduct and a commitment to the agency’s philosophy, mission and values. 
 

POSITION DIMENSIONS:  

SERVICE DELIVERY 

 Collate information into summary reports 

 Analyse existing information against standards 

 Complete regular reports updating current data against standards and contracts to 
identify gaps in service delivery 

 Provide recommendations as to improve service delivery through collaborative plan-
ning and research 

 Support staffing compliance through confirmation of essential criteria, orientation, in-
duction and training completion, and ongoing compliance information gathering such 
as driver’s license records annually 



 

 Support safety through incident report review, trend analysis of reports and qualitative 
feedback on information provided 

 Conducting directorate audit to ensure practices are in line with program level agree-
ments 

 Coordinate actions from project groups through project milestones and reporting 

 Assist in tender information gathering where required 

 Participate in meetings 

 Participate in reflective supervision with line supervisor 

 Development and refinement of policies and procedures with teams 

 Continuous improvement recommendations and focus 
 

PROFESSIONAL CONDUCT 

Maintain an effective, professional and ethical work (environment) through: 

 Establishing and maintaining appropriate  personal and professional boundaries  

 Following the Marist180 Code of Conduct  

 Treating people fairly and in a non- discriminatory fashion and in line with EEO princi-
ples 

 Respecting the views of team members and young people. 
 
TEAM WORK 

Work collaboratively as a team member by: 

 Consulting with and supporting colleagues in the work place 

 Participating proactively in team meetings, case reviews etc 

 Maintaining consistency in working with young people 

 Contributing effectively to policy and practice development 

 Following established risk assessment and management procedures 

 Maintaining a safe workplace in accordance with M180’s WH&S policies and proce-
dures. 

PROFESSIONAL DEVELOPMENT  

Ongoing commitment to personal professional development by: 

 Participating in regular supervision 

 Taking advantage of other available training opportunities 

 Participating proactively in the annual performance review system 

 Reflecting regularly on personal work practices  

 Managing time effectively  

 Participating in personal and team debriefings following critical incidents 

 Complete core agency training requirements. 

INTERPERSONAL SKILLS & APPROACH 

Communicate effectively with young people, staff and third parties by: 



 

 Using effective verbal and active listening skills to build rapport 

 De-escalate emotional and/or potential violent situations which may arise by providing 
clear and direct instructions 

 Contacting emergency services or other third parties if necessary.   

WORK HEALTH & SAFETY 

It is the Employee’s responsibility to: 

 Comply with instructions given for their own safety and health, and that of others 

 Cooperate with Management in its fulfilment of WHS legislative obligations 

 Participate in the development of a safe and healthy workplace 

 Take reasonable care to ensure their own safety and health, and that of others 

 Immediately report to their supervisor any perceived safety or health risk 

 Report any injury or illness immediately where practical to their supervisor 

 Not place others at risk by any act or omission 

 Follow their supervisor’s directions regarding safe work practices 

 Use equipment safely and in a responsible manner 

 Provide adequate supervision and direction of young people, particularly in higher risk 
activities 

 Complete incident and injury forms. 

INFORMATION & ADMINISTRATION  

Maintain records and administrative procedures by: 

 Completing accurate and timely reports on critical incidents as required by Marist180 
policies and procedures. 

 Collecting any data required by M180 

 Coordinating petty cash reconciliation across houses 

 Ensuring the proper care and maintenance of M180 property, and assets in accord-
ance with established Marist180 policies and procedures 

 Performing administrative tasks in accordance with Marist180 policies and proce-
dures. 

OTHER  

 Completion of any other related duties as required by the line supervisors. 
 

SELECTION CRITERIA: 

WORK REQUIREMENTS:  

Working with Children Check 

Clear National Criminal History Check 

Unrestricted NSW driver’s licence  

Ability to work in Australia 



 

ESSENTIAL:  

 Diploma in Human or Community Services and working towards, or considering de-
gree. 

 Knowledge of relevant legislation 

 Demonstrated experience working with young people who have experienced complex 
trauma 

 Effective negotiation skills 

 Active listening skills 

 Verbal communication skills. 

 The ability to work autonomously (under general supervision only) and contribute to an 
effective team environment 

 Computer, literacy & numeracy skills 

 High standard of professional ethical behavior 

 Strong Analytical Skills 

 High quality of professional writing 

DESIRABLE:  

 Experience in mental health or drug and alcohol services 

 Experience in working with young people in residential care or foster care 

 Experience in youth justice system. 
 

Marist180 reserves the right to vary this Position Description in response to the changing 
needs of the organisation.  


