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AOD Coordinator

	Position Title:         AOD Coordinator
Work Unit:              SEWB
Reports to:              SEWB Manager
                                   Chief Executive Officer
Award & Classification:  Social, Community, Home Care and Disability Services Industry (SCHADS) Award Level 3, Pay Point 1 depending on qualifications
                                          

	

	Organisational Details:
Yura Yungi Medical Service Aboriginal Corporation (YYMS) is an Aboriginal community-controlled health service providing holistic primary health care services to the Aboriginal and Torres Strait Islander people living in Halls Creek and surrounding communities.

Mission
Our mission is to deliver high-quality, culturally safe, and holistic health and wellbeing services that support our people at every stage of life, fostering healing, strength, and connection to community and Country.

Vision
Our vision is to see strong, healthy people and communities, grounded in culture and supported through holistic care.

Values
	Our Values  
	What it means to us

	Quality Care 
	We deliver safe, high quality, culturally responsive care in everything we do.

	Holistic Wellbeing 
	We support physical, social, emotional, and spiritual health.

	Respect and Self Determination
	We listen, partner and support community led decision making.

	Teamwork
	We work collaboratively, support each other and our communities to achieve shared goals.

	Integrity
	We are reliable and act with honesty, transparency and accountability in all that we do.

	Learning and Growth
	We encourage continuous learning, personal development, and organisational improvement.

	Community Voice
	We listen to our community and shape our services around their needs.


.



	[bookmark: _Hlk160098835]Position Summary:
The AOD Coordinator is responsible for leading the implementation, coordination and continuous improvement of the YYMS AOD Program. The role provides strategic leadership for culturally safe prevention, early intervention, treatment support, workforce development and health promotion activities.



	
Duty Statement and Key Responsibilities:
Key Responsibilities

· Lead implementation of the AOD Program Work Plan.
· Coordinate funded AOD activities and deliverables.
· Monitor contract milestones and KPIs.
· Support integration of AOD screening across YYMS programs.
· Develop referral pathways and partnerships.
· Coordinate workforce training and supervision.
· Ensure reporting, compliance and quality improvement requirements are met.
· Facilitate community engagement and consultation.

Position Performance Indicators
	KPI Area
	KPI
	Target

	Program Management
	AOD Work Plan implemented and monitored
	100% annually

	Contract Compliance
	Funding reports submitted on time
	100%

	Staff Supervision
	Formal supervision completed
	Monthly

	Internal Integration
	Programs implementing AOD screening pathways
	100%

	Stakeholder Engagement
	Partnership meetings attended
	1 per quarter

	Workforce Development
	Training plan implemented
	100% annually

	Risk Management
	Program risks reviewed
	Quarterly




The duties outlined in this Position Description are not exhaustive. You may be required to undertake other duties within your skills, qualifications, training and scope of practice, as reasonably directed by the organisation

	Organisational Duties
· Promote and support the philosophy, aims and objectives of YYMS.
· Work collaboratively as part of a team and demonstrate commitment to the organisation's Strategic Plan, Mission, Vision and Values.
· Comply with all YYMS Policies, Procedures and relevant legislation.
· Participate in the organisation's Quality Management System (LogiQC).
· Contribute to Continuous Quality Improvement (CQI) activities and apply quality improvement principles in your work.
· Attend staff meetings, mandatory training and professional development activities.
· Participate in the Performance Management and Review process.
· Support the delivery of high-quality, client-centred primary health care services.
· Demonstrate culturally safe, respectful and inclusive practice in all interactions with clients, community members and colleagues.
· Promote a positive image and reputation of YYMS in all professional interactions.
· Support the employment, professional development and advancement of Aboriginal and Torres Strait Islander people across the organisation.
Undertake other duties within the scope of your skills, qualifications and experience, as reasonably directed by management.

	Workplace Health and Safety
· Take reasonable care for your own health and safety and ensure your acts or omissions do not adversely affect the health and safety of others.
· Comply with YYMS Work Health and Safety (WHS) policies, procedures, applicable legislation, regulations and approved Codes of Practice.
· Identify, report and, where reasonably practicable, assist to eliminate or minimise workplace hazards and risks.
· Report all hazards, incidents, injuries, near misses and unsafe work practices in accordance with YYMS procedures.
· Use workplace equipment, vehicles and personal protective equipment (PPE) safely and in accordance with YYMS procedures.
· Follow reasonable instructions and cooperate with YYMS to ensure compliance with Work Health and Safety requirements.
Cooperate with Health and Safety Representatives (HSRs) and participate in WHS consultation, training and emergency preparedness activities as required.



	[bookmark: _Hlk159233908]Privacy / Confidentiality for staff
In accordance with the YYMS Code of Conduct, employees must maintain the privacy and confidentiality of all information obtained in the course of their employment, including client, employee and organisational information.
Employees must not access, use or disclose confidential, personal or sensitive information unless authorised and required to do so in the performance of their duties.
Comply with all applicable privacy, health records and information management legislation, regulations, standards and YYMS policies and procedures.
Take reasonable steps to protect the security and confidentiality of information in all formats, including verbal, written and electronic records.
Your obligation to maintain confidentiality continues throughout your employment and remains in effect after your employment with YYMS ends.



	Selection Criteria:
Essential:
1. Relevant qualification in Health, Community Services, Social Work, Public Health, or related field.
2. Experience in program coordination or management.
3. Knowledge of AOD treatment and harm minimization approaches.
4. Experience working with Aboriginal communities.
5. Current Driver License
6. National Police clearances. 
7. Current WA Working with Children





	CERTIFICATION:
The details contained in this document are an accurate statement of the duties, responsibilities, and other requirements of the position.
Name:              Brenda Garstone
Position:          Chief Executive Officer                                Signed: ________________________
Date:                 _____/______/________

	Name:                                                                  Signature:

	Date Appointed to Position:
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