
 

Page 1 of 4 
 

 

POSITION DESCRIPTION 

 
 

Position Title: Program Support Worker 

Position Type:  Part Time 

Position Reports To: Program Coordinator 

 

Organisational Context 

___________________________________________________________________________ 

 

Access Inc (Access) partners with young adults with disabilities to achieve 

goals in areas that are important to us all – education & employment, social 

connectedness, health & fitness and hobbies & passions. We do this by 

recognising that mainstream approaches are often not ideally suited to 

differing abilities and thus try to find more creative, supportive and 

personalised solutions to encourage greater success. We also recognise that 

often the barriers faced by people with disabilities have little to do with their 

actual ability and more to do with societal misconceptions. Access thus 

works towards ‘demystifying disability,’ fostering belonging and helping our 

community appreciate the value of diversity. 

 

Access was founded in 1989 by a group of parents of children with disabilities 

who felt that their voices (and that of their children) were not being heard.  

What originally started as an advocacy group transitioned into service 

provision as parents felt that the needs of their child were not being met, 

particularly in the Jewish community and especially in the ‘post-school’ stage 

of their children’s lives. Thus, Access today focuses on meeting the challenges 

faced by young adults (16 years and above) with disabilities as they move on 

from the more prescriptive and supportive framework provided by the 

education system. 

 

Access’ programming is focused on building the capacity of each individual 

we work with to achieve their post-school goals. Although we primarily 

provide group-based programs and initiatives, we pride ourselves on our 

ability to be flexible, personalised and adaptive. This has allowed Access to 

build a strong brand as a person-centred, results-focused and community-

proud organisation, offering services which are unique within the Jewish 

community. 

 

Access is currently undergoing accreditation to become an NDIS (National 

Disability Insurance Scheme) registered provider which will bring with it both 

new challenges and opportunities.  We recognise the long-term benefits for 

people with disabilities under this scheme and are thus excited to be working 

towards this.   
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About the Role 

__________________________________________________________________________ 

 

Access runs a suite of programs aimed at providing participants with the 

opportunity to gain pre-accredited vocational training, increase community 

engagement & social connectedness and pursue their passions.  Specific 

programs include: 

 

 Access Bakery 

 Healthy Cooking Skills 

 Drumming 

 Barista Training 

 Hospitality Training 

 Life Skills 

 Access Espresso 

 Art 

 Healthy Me 

 

Although all programs are group-based, in line with Access’ values, they are 

developed and evolve by working collaboratively with participants to 

support each person in reaching their goals.   

 

The Program Support Worker will play an integral role in achieving this by 

assisting individuals within the group to engage successfully with tasks and 

activities.  The Program Support Worker will also work together with program 

volunteers to help the Program Coordinator successfully deliver the program.  

This may include all tasks associated with setting up, running and packing 

down a program. 

 

The Program Support Worker may be asked to support any of the programs 

listed above (or others that may be developed). 

This role would suit someone who is passionate about helping people 

develop and achieve their goals, has excellent communication skills, is 

creative with varied interests and who wishes to expand their experience of 

working with people with disabilities.   
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Key Responsibilities and Duties 

___________________________________________________________________________ 

 

Service Delivery: 

 

 Assist Program Coordinators with setting up, running and packing 

downs their programs as per their directions 

 Work with participants with a variety of disabilities using a person-

centred approach 

 Successfully balance dignity, risk and duty of care  

 Work successfully with volunteers and placement students to achieve 

program goals  

 Keep the Program Coordinator informed of any relevant issues relating 

to the successful running of the program 

 Work closely within a small and supportive team that shares resources 

to ensure high efficiency and quality outcomes 

 Manage time, pay attention to detail and take initiative  

 

Quality & Safety: 

 

 

 Comply with systems which provide a safe environment for 

participants, staff, volunteers, contractors and visitors 

 Report any hazards or incidents in a timely manner 

 Promote a culture of quality improvement 

 Encourage feedback 

 

 

Organisational:  

 

 

 Ensure that the confidentiality of Access’ intellectual property and 

participant, staff and volunteer information is respected and upheld at 

all times 

 Actively support the vision, mission and values of Access 

 Abide by the policies and procedures of Access  

 Actively promote Access and its services when engaging with the 

community 
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Key Selection Criteria 

___________________________________________________________________________ 

 

 Certificate IV in Disability (or working towards) 

 Knowledge of the principles, practices and aims of delivering disability 

programs 

 Ability to work with young adults, carers and families in all aspects of 

service delivery and planning 

 Experience working with volunteers 

 Ability to inspire others to achieve their potential 

 Ability to be genuinely engaged with the work and participants while 

still maintaining professional boundaries 

 Strong teamwork and organisational skills 

 Excellent interpersonal and communication skills and demonstrated 

ability to apply these skills to a diverse audience some of whom may 

have complex communication needs, including participants, families, 

staff, volunteers, community organisations and members of the public 

 Ability to be adaptable  

 Demonstrated administrative and organisational skills and computer 

literacy 

 Demonstrate an understanding of the Melbourne Jewish community or 

have a willingness to work specifically within a Jewish cultural context  

 Positive, energetic outlook and a sense of humour would be 

advantageous! 

 

 

Conditions of Employment 

___________________________________________________________________________ 

 

Pre-employment checks: 

 

 Police Check (undertaken at the expense of the employee). 

 Working with Children Check (undertaken at the expense of the 

employee).   

 Provide First Aid certificate (undertaken at the expense of the 

employee). 

 Current full Victorian driver’s licence.  

 

 


