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Contact for enquiries
If you have any questions about this position, please contact:

Ms Lorraine Meredith
General Manager

Coalfields NeighbourCare Inc
Phone: 0249304706

Email : manager@cnc.net.au


mailto:lorraine@cnc.net.au
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General information about this position

The role of Part Time Driver will be responsible for the safe and comfortable care of coalfields
NeighbourCare clients between their homes and their designated appointments and/or
activites.

Objectives of the Position

e Todrive the vehicles assigned under the care and control of Coalfields NeighbourCare.
e To ensure the saftey of passengers during transit.

Position description

The Driver will work with the General Manager to provide safe comfortable transport services
to the Home & Community Care target group clients in the Cessnock LGA in line with the
philosophy and objectives of Coalfields NeighbourCare.

Responsible to: The General Manager

Award: Social, Community, Home Care and Disability Services Award 2010 - up to and including Grade 3

Hours: 25 hours minimum per week- some afterhours work may be involved

Duties:

To drive the vehicles assigned under the care and control of Coalfields NeighbourCare;
To ensure clients privacy and confidentiality rights, Work Health and Safety practices and
anti- discriminatory practices are observed in the service delivery, as instructed in
Coalfields NeighbourCare Inc. Policy and Procedure Manual;

To ensure the safety of passengers during transit, being aware at all times that the
majority of passengers will be frail, aged or disabled and may need door-to-door
assistance.

To ensure that Coalfields NeighbourCare service is represented in a positive manner at all
times by placing emphasis on the safety.

To assist frail, aged, and disabled persons into and out of the bus, using the hoist when
necessary.

To fill in logbooks, vehicle record and vehicle inspection sheets.

To assist the Manager in ensuring that a regular vehicle maintenance program is carried
out as per the Accreditation Standards and Coalfields NeighbourCare Policy and
Procedures Manual.

To ensure fuel, oil and water levels of the vehicle/s being driven are adequate and tyres
properly inflated. Top levels as required.

To maintain the vehicle-cleaning program as stated in Coalfields NeighbourCare Policy
and Procedure Manual.

To report any mechanical or other problems to the Senior Driver or General Manager
immediately.

To implement and understand all relevant Road Traffic Authority and Transport for NSW
guidelines regarding the control and care of vehicles.

To comply with Road Traffic Rules and Regulations at all times.

To ensure the Operations Manager/Coordinator is advised of any variation to the work
schedule.

To maintain clean, tidy appearance (shirt with collar for men).

To work as part of a team.
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Occupational Health and Safety:

e Participate in Coalfields NeighbourCare’s agreed consultation process.

e Work safely and ensure the wellbeing of team members is maintained in the workplace.

e Participate in appropriate OH &S training as directed by the Manager.

e Report all hazards to the General or Operations Manager.

e Report all injuries to the General or Operations Manager.

e Use equipment in a safe manner and report any need for repairs or maintenance to the
General or Operation Manager.

e Follow emergency procedures and evacuate when required or directed.

e Participate in rehabilitation and return to work programme if and when directed to do so.

Staff Learning and Development:

e Participate in Learning & Development planning in conjunction with the Manager.
e Attend appropriate training as requested by the Manager.

e Attend staff meetings.

Selection Criteria

Essential Criteria:

e Current (LR) Drivers Licience

e Public Passenger & Driver Authority

e Experience in dircet service delivery and a strong motivation and commitment to the principles
of Home and Comminity Care.

e Knowledge of and experience with Occupational Health and Safety

e Organisational and time management skills

e Excellent driving record

e Current First Aid Certificate

Desirable Criteria:

e Previous Community Transport experience
e Local Area knowledge

Ability to work as part of a team
Interpersonal and Communication Skills

Conditions of Employment

Conditions of employment include:

Have own reliable vehicle

Comprehensive or Third Party Property Insurance on vehicle
Leave provisions as per Fair Work legislation

Employer funded superannuation of 9%

Salary Sacrifice option available

Access to training and development opportunities
Qualifying period of 6 months applies

Family friendly workplace
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Application Guide

Appointment to any position with Coalfields NeighbourCare Inc is on the basis of merit.
Please use the following guide to prepare your application.
= Include a covering letter with your contact details and your availability
Please make sure you include your contact details and your availability.

* Include a copy of your resume or CV

List all relevant employment history in chronological order, starting with the most recent;
highlighting those features that match the requirements of the position, or that you think

would be useful to the position.

* Include your referees’ contact details

Please include the names and contact details of two work related referees. Please ensure
that you check with your referees before you include their details in your application. We
will contact referees, and we will usually ask them about your previous employment and

any work skills, performance and personal skills relevant to working for CNc.

= In your application, please respond to the Essential and Desirable Selection Criteria.
Applications that do not respond to the selection criteria will not be able to progress to the

next stage.
= Remember to be concise

Avoid being long-winded, overstating your case or exaggerating your abilities.
= Presentation tips

We prefer that you type your application; print single sided and staple in the top left hand

corner of the page. Please do not use plastic display folders.
*  You may email your application

We will accept email applications.

The key to getting an interview for this position is your job application. The most important feature of
this application is to demonstrate clearly to the selection panel how your qualifications and abilities

meet the requirements of the position.

Where to send your application:

Please send your application marked “Confidential” to arrive by close of business January 27t 2012

to: by email to: manager@cnc.net.au
or by post to
Lorraine Meredith
General Manager, Coalfields NeighbourCare
PO Box 39, Abermain NSW 2326

What is the selection process?

= We will respond to you within 14 days of receiving your application.

=  We will assess your application against the Selection Criteria included in the position

description.

= Ifyou progress to the next stage, you will be invited to attend an interview.

» (Candidates will be interviewed by a panel, which is convened by the Executive Director.

= Asecond round of interviews may be held if there are several strong contenders.
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= If you are identified as a preferred candidate after the interview process, we will contact your
referees before confirmation of an employment offer.

= If you are successful, we will make an offer of employment by telephone, and confirm this in
writing,.
= Ifyou have attended an interview and are unsuccessful, we will phone you.

= Ifyou are unsuccessful at any other stage in the selection process, we will write to you to advise
you.

Occupational Health and Safety

CNc places significant emphasis on maintaining a safe environment for staff, volunteers, clients and visitors.
All staff members are required to comply with CNc’s OHS guidelines and must:

e (Carry out duties in a manner which does not adversely affect their own health, safety and
welfare, or that of others

® Cooperate with measures provided for health, safety and welfare

® Undertake any training provided in relation to OHS and correctly use any information,
training, personal protective equipment or safety equipment provided

® Report any risk to health and safety, and where practicable, take corrective action.

Performance Management:

All staff members are required to participate in CNc’s performance management program, which includes
performance appraisal, identifying professional development opportunities, and participating in
professional development activities.
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About Coalfields NeighbourCare Inc

CNc is based at

Abermain School of Arts Building,
209 Cessnock Road,

Abermain NSW 2326

Coalfields NeighbourCare is a community owned and governed, not for profit organisation.

Coalfields NeighbourCare is a (HACC) Home and Community Care funded program, which
assists people who reside in the Cessnock Local Government Area, who experience some
difficulty with the normal tasks of daily living.

We are jointly funded by the State and Federal Governments, managed by a community based
management and designed to offer, a range of support services to the frail aged, younger
people with disabilities and their carers.

Coalfields NeighbourCare can help younger people with disabilities, people who are frail aged
and/or relatives and carers looking after those in their homes.

Our services include-

Neighbour Aid which provides assistance with:-
e Shopping/Paying bills
e Short periods of respite
¢ Social outings
e Reading mail and assistance with forms
e Other services considered

Community Transport which provides assistance with:-
e Flexible and responsive transports

Medical and hospital appointments

Social activities

Non medical appointments

Individual transport

Group transport

Meals on Wheels which provides a range of home delivered meal options:-
¢ Hot Meals
¢ Cold Meals
e Frozen Meals

Domestic Assistance which provides assistance with:-
e Basic house work

Washing

Changing beds

Vacuuming

Bathroom/toilets
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Personal Care- which provides assistance with:-
e Bathing and showering
e Dressing and undressing
e Grooming- shaving and Hair Care

For more information about Coalfields NeighbourCare, visit our website at www.cnc.net.au
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ORGANISATIONAL CHART

Coalfields NeighbourCare

Board of Management

Chairperson

Manager (38)

Operations Manager (38)

Coordinator (32)

Intake & Community Transport

Financial Assistant (21)

Coordinator (35)

Neighbour Aid, Domestic

Assistant Coordinator (25)
Community Transport

Coordinator

Volunteers

Volunteers

Volunteers
Community Transport

Volunteers

Assistance
Community
Transport Drivers
I [ I [ I I
Outlet Outlet Outlet Relief Volunteers Care Workers
Coordinator Coordinator Coordinator Neighbour Aid (Domestic
Assistance

Personal Care)

( ) denotes hours per
week.




