
JOB PACK  
Nepean Community & Neighbourhood Services (NCNS) 

APPLYING FOR A JOB AT NCNS 

Nepean Community & Neighbourhood Services (NCNS) - is an energetic community-based organisation working 
for communities of respect, resilience and reconciliation.   
We are based across a number of locations in the Nepean area.  

NCNS is offering the following positions: 

1. Care Coordinator – Closing the Gap 3 days p/w Generous Salary - 
                         negotiable dependent on experience

Salary Packaging is available. The Position Descriptions for each project gives information about the job. 

The Selection Criteria will give you an idea of the sort of qualifications and experience the position requires. 

HOW TO APPLY: 
1. Fill in the Job Application Form contained in the JOB PACK.
2. Attach a copy of your current Resume
3. Write a brief response to the Selection Criteria
4. Email or fax your Job Application Form, Resume and Selection Criteria Responses to:

Nepean Community & Neighbourhood Services
Email:    hradmin@nepeancommunity.org.au

CHECKLIST: 

 1.

 2.

 3.

 4.

Job Application Form completed

Resume 

Selection Criteria – a short paragraph to address the criteria

Email all 3 items to NCNS
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Care Coordinator Closing the Gap 
3 days per week: Penrith location
Generous Salary - negotiable dependent on experience

Join NCNS’ Closing the Gap team and use your nursing/allied health qualifications to help Aboriginal 
people manage their chronic disease by facilitating access to a range of culturally appropriate clinical 
and community support services which are tailored to meet individual needs. Work collaboratively 
with patients, general practitioners, practice staff and other relevant health service providers, to 
provide multidisciplinary care services for Aboriginal people with a chronic health condition. 

Essential Criteria: 

• Evidence of clinical qualifications in Nursing or related health field
• Experience working with Aboriginal & Torres Strait Islander communities and the ability to 

provide culturally appropriate support.

• A sound understanding of chronic disease and care coordination.

• Highly developed communication and interpersonal skills, including demonstrated liaison and 
negotiation skills.

• Experience/ability to liaise effectively with General Practitioners, nurses, specialists and allied 
health professionals.

• Demonstrated ability to work both independently and as part of a team with strong 
organisational and prioritisation skills.

• Ability to capture, record and share appropriate clinical information.

• Strong information technology skills with experience in the use of Microsoft Office, Email, 
Internet and clinical software. 
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Nepean Community & Neighbourhood Services 
Job Application Form 

Position Applied For: ……………………………………………………………………

Your Details: 
Name: …………………………………………………………………………………………………… 

Address:…………………………………………………………………………………………………. 

Phone No:  Mobile: ……………………………  Business Hours: ………………………… 

Email: ……………………………………………………………………………………………………. 

References: 
Please provide names and contact details for two people who can act as a referee regarding your work 
history. These are people that you would have reported to (like your supervisor or manager) in 
previous jobs. 

Referee # 1: 
Name: …………………………………………………………………………………………………… 
Phone No: Mobile: ……………………………  Business Hours: ……………………….. 
Their Working Relationship to you (eg. Your Manager): 
………………………………………………………………………………………………………………. 

Referee # 2: 
Name: …………………………………………………………………………………………………… 
Phone No: Mobile: ……………………………  Business Hours: ……………………….. 
Their Working Relationship to you (eg. Your Manager): 
………………………………………………………………………………………………………………. 

Declaration: 
▪ I declare that to the best of my knowledge the information provided is true and correct.
▪ I understand that inaccurate, misleading or untrue statements, or knowingly withheld

information may result in termination of employment with Nepean Community &
Neighbourhood Services.

▪ I understand that this application does not constitute an offer of employment.
▪ I agree to provide my Working With Children Clearance number if I am successful at interview

Signed: ……………………………………………………………………. Date: …………………………. 
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DETAILED INFORMATION TO ASSIST YOU APPLY FOR A 
POSITION AT NCNS 
Introduction: 
The purpose of this document is to assist you in applying for a position with Nepean Community & 
Neighbourhood Services (NCNS).  We look forward to receiving your application. 

Background: 
NCNS is a leading Penrith community based organization providing community development, early intervention 
and prevention services to individuals, families and communities from diverse backgrounds in the Penrith LGA.  
NCNS initiates and supports development strategies to assist local services to build community capacity.  We 
work from a social justice philosophical framework and are committed to reconciliation and early intervention.   
At present NCNS manages various projects and employs around 50 staff working towards achieving our goals 
and outcomes for the community.  We are a proudly bi-cultural organization with up to 40% of our staff being 
Aboriginal. We have strong management and governance systems in place that provide a great deal of stability 
and support to staff. 
See our website to get an overview of the range of programs we offer – including playgroups, cultural activities, 
youth services, family support, community events and casework. 

We recruit people who share a commitment to social justice and access and equity and who possess such things 
as relevant qualifications, experiences, skills and abilities. NCNS offers potential employees a dynamic, 
supportive team work environment, above award conditions and training/development/mentoring 
opportunities. NCNS  is an Equal Employment Opportunity employer. If you are called for an interview, the 
interview panel will include the General Manager, Program Manager and one other program representative. 

Applying for the Job 
The job advertisement will have a phone number to contact so you can receive the JOB PACK. 
The JOB PACK will include 

- An information sheet “Applying for a Job at NCNS”
- Job Application Form
- Selection Criteria
- Position Description for the job

The closing date for the position will be detailed in the JOB PACK.  NCNS must receive your application by this 
date for it to be considered for the position. 

Complete the Job Application Form 
Referees 
It is important that you provide us with two current work-related referees, who can supply us with relevant and 
confidential information about your work performance.  Please provide referee contact phone numbers. 
An up-to-date, current Resume 
Your current Resume is required so we can see your work history, previous position descriptions and 
responsibilities, experience and tertiary skill level.  It gives us an outline of the depth of your experience and 
work interests. Your resume should include: 
Full name, Education/qualifications, Short courses, Work experience/employment history (in brief) 

Good luck with your application.  Thank you. 
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POSITION DESCRIPTION

Title:  

Hours/Days:  
Salary & Conditions: 
Accountable to: 

Funding: 

Care Coordinator – Closing The Gap Program 

(contract to June 2018 - possible extension)
3 days per week
Generous Salary - negotiable dependent on experience
Day-to-Day – Program Manager Closing the Gap 
Overall – NCNS Board of Management & General 
Manager Ministry of Health 

Aim:  
The Care Coordinator, as part of the Closing the Gap Team, will work collaboratively with patients, 
general practitioners, practice staff and other relevant health service providers, to provide appropriate 
multidisciplinary care services for Aboriginal people with a chronic condition. 

Key Outcomes 

• Enhance the physical health of Aboriginal people with significant chronic disease conditions
who are living in the community by helping to facilitate management of their chronic disease(s)
in a way that will result in optimal health outcomes for them.

• Support Aboriginal people with chronic disease complex care needs to access a range of
culturally appropriate clinical and community support services which are tailored to meet
individual needs.

• Improve service provision and community support services which are tailored to meet
individual needs.

• Increase the capacity of General Practice to support Aboriginal people with significant chronic
health issues in the community.

• Improve communication, collaboration, networks and referral pathways between general
practice, government and non-government health services and other relevant services which
aim to provide an integrated system of care.

Key Responsibilities 

• Work closely with the general practitioners and practice staff to support improved care
planning (including compliance) and continuity of care across service boundaries.

• Work closely with the patient, carer and primary care team to provide active contribution to the
development of patients with individualised care plan. Working in partnership with key local
stakeholders to develop and implement relevant plans to address identified needs.

• Share responsibility with the patient and their family for the implementation of care plans
aimed at improving health and social outcomes for people with chronic complex and
continuing care needs.

• Work in cooperation with other members of the Aboriginal Health Team, General Practice,
Aboriginal Medical Service and participating community members in the development and
implementation of community engagement activities to promote the program.

• Ensure all information given is provided in a way that the patient, carer and community
understand. Obtain feedback from the patient, carer and community to check that the
information and advice was correctly understood.
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• Improve systems coordination and communication between service providers.

• Reduce duplication in service provision; improving potential interactions with other Aboriginal
health related chronic disease programs.

• Work closely with Indigenous Health Program Officers, Aboriginal and Torres Strait Islander
Outreach workers, Aboriginal Health Workers and other relevant staff to provide a coordinated
and locally responsive care coordination service.

• Provide early intervention, coordinated care and information and referral services.

• Improve the coordination of available services including ‘timely’ and ‘affordable’ access to
culturally appropriate allied health, specialist and transport services for Aboriginal people with
complex conditions.

• Increase knowledge and use of chronic disease self-management options including
medication compliance.

• Improve follow up care for patients with a chronic disease and the identification of support
needs of patients.

• Utilise established resources and infrastructure; link closely with local communities and
support existing primary care services.

• Understand and administer the priority allocation of the Supplementary Services Funding as
per the Supplementary Services operating guidelines.

• Increase the knowledge of the Care Coordination and Supplementary Services program within
the health professions and the community.

The Community 
The Care Coordinator will need to work closely with the local Aboriginal community and local 
Aboriginal services. Engaging and developing trust with the community is key to this position and will 
require the coordinator to:   

• Provide informal visits where appropriate.

• Earn credibility from the Aboriginal clients.

• Allow time for trust to develop.

• Always follow through with any arrangements or notify the client well in advance with
alternatives.

• Acknowledge time taken to develop rapport with the patient.

• Attend community events.

• Develop network with Aboriginal staff and services.

• Be sensitive to family, community and cultural needs.

• Take the lead from Aboriginal colleagues.

• Acknowledge men and women’s business where appropriate.

• Acknowledge and respect the role of Elders in the community.

• Assist to develop and deliver culturally appropriate programs in the community and clinic
settings.

General 

• Comply with contractual obligations and deliverables as contained in the current Integrated
Team Care Activity Implementation Guidelines, from Department of Health .

• Contribute towards NCNS’s overall strategic direction including the implementation of the
organisations values and mission statement.

• Respect the confidentiality of patients and general practice in line with the organisation’s
related policies, procedures and the Privacy Act 1988 (Cth).

• Provide a “no wrong door” service approach to enquiries which is courteous, friendly,
supportive and professional to achieve a prompt response.

• Comply with the organisation’s policies and procedures.

• Participate in the organisation’s Accreditation requirements.

• Understand and commit to EEO principles and anti-discrimination laws in the workplace

• Ensure the safety of yourself and other in line with the organisation’s WHS policies and
procedures and the Workplace Health and Safety Act 2011.

• Undertake other duties commensurate with the role as directed.
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Other Conditions 

• Travel across the regions within the defined health district will be necessary.

• Successful applicants must be willing to undertake a National Police Clearance Certificate and
Working with Children Check.

All employees are to provide a Working With Children clearance number and valid police 
check prior to employment 
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