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Position Description

Position Title Client + Administrative Support

Terms Casual

Classification Health Professionals Award and Support Services Award [MA000027] - Support
Services Employee

Location Kedron Office
Reports to Director
About With Grace Therapy

With Grace Therapy is a therapy practice that delivers services including: counselling, social work,
clinical supervision, training and workshops. We provide a mix of face to face, outreach and online
sessions with our main focus areas being mental health, disability, eating disorders and aged care.

We are located in a beautiful space in Kedron that is accessible, light filled, quiet and has onsite and
street parking. We are a values driven organisation and our work is driven by our values of
compassion, connection, integrity, respect and purpose. We also like to balance all the work with a
lot of fun!

This role will require you to be the first contact point for our clients and being able to efficiently
support the administrative needs of our business. We are looking for someone who is motivated,
detail orientated, enjoys working in a supportive team environment. This is a casual role for
approximately 10-15 hours per week with opportunities to increase hours to cover leave.

About the Role

e Taking client referrals, entering client information into client management system and
manage a central waitlist.

e Booking and managing appointment bookings, cancellations, payment processing and follow
up

e Providing administration support to directors and clinicians

e Working closely and collaborating with administrative team members

e Assisting with managing reception and providing excellent client support

e Providing information to clients and referrers to promote and support access to With Grace
Therapy

e General housekeeping — such as cleaning, tidying rooms, setting up/closing up for the day,
reviewing/refilling stock and shopping duties.

e Maintaining confidentiality and privacy in all matters relating to team members, clients and
procedures.

e Fulfilling other tasks that may be reasonably asked for you to perform.



e Being a client focused, values-based team member and working collaboratively with other
team members to achieve strong results across all activities

e Complying and ensuring behaviour during all work interactions is aligned to With Grace
Therapy values, policies and procedures.

Required Criteria

e Experience in a Similar Role: Demonstrated experience in a role similar to the one
described, particularly within the allied health or medical industry.

e Motivation and Engagement: Demonstrates enthusiasm, motivation, and active
engagement in work, contributing positively to team culture and client outcomes.

e Organisational and Time Management Skills: Proven ability to manage time effectively,
multitask, and prioritise tasks to meet deadlines.

e Communication and Interpersonal Skills: Excellent communication skills, both verbal and
written, with the ability to build and maintain positive relationships with clients, team
members, and stakeholders.

e Technical Proficiency: High level of proficiency in using Microsoft Office and social media
applications, along with experience in client management and payment processing systems.

e Compliance and Screening: Possession of or willingness to obtain the required NDIS
Orientation Module, National Worker Screening, Working with Children Check (Blue + Yellow
Cards), and National Police Check.

Desirable Criteria

e Medicare, Private Health Insurance, and NDIS Knowledge: Familiarity with Medicare,
private health insurance, and the National Disability Insurance Scheme (NDIS).

e Experience with Diverse Populations: Experience working with diverse people and
communities, including Aboriginal and Torres Strait Islander people, culturally and
linguistically diverse (CALD) populations, and LGBTIQA+ communities.

e Availability — Monday and Wednesday

Benefits of working with us

e Flexible working options

e Competitive salary

e Supportive, innovative and positive work culture
e Professional development opportunities

e Team building activities

e Grow with a small business



