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POSITION DESCRIPTION 
POSITION TITLE Lifestyle Coordinator  

DIVISION Retirement and Ageing 

DEPARTMENT Residential Aged Care 

LOCATIONS Across locations (Sambell Lodge and Sumner House) 

REPORTS TO Facility Manager 

ORGANISATIONAL PURPOSE 

Established during the Great Depression, the Brotherhood of St Laurence was the vision and creation 

of Fr Gerard Tucker, a man who combined his Christian faith with a fierce determination to end social 

injustice. The Brotherhood has developed into an independent organisation with strong Anglican and 

community links. Today, we continue to fight for an Australia free of poverty. 

At the Brotherhood of St Laurence, we are defined by the people that make up our organisation. With 

600 employees and 900 volunteers across more than 50 sites, together we strive to help people 

experiencing disadvantage through research and policy and services and advocacy.  

As well as providing services and programs for families and elderly on low incomes, refugees, young 

people and the unemployed, we research the causes and effects of poverty and advocate national 

and local policy solutions for people who are disadvantaged. 

The Brotherhood is currently focusing its work on strategies to alleviate and prevent poverty for those 

people most at risk at the four transition stages considered critical to their future well-being: the early 

years, the years from school to work, periods in and out of work and retirement and ageing. 

Our Strategic Plan for 2015 – 2020 identifies five organisational objectives: 

 to demonstrate how to reduce disadvantage and increase social, civic and economic participation 

through quality, evidence-based policy, programs and practice 

 to undertake quality research, gather knowledge and evaluate evidence to inform and support our 

work 

 to work collaboratively and in partnership with others to influence policy and practice.  

 to strengthen our organisational capability to support innovation and respond flexibly to changed 

circumstances 

 to collaborate with Aboriginal and Torres Strait Islander peoples and ensure the Brotherhood 

supports their rights and aspirations. 

Each of these priorities is underpinned by well structured, researched and documented body of 

knowledge to support all elements of work within the Brotherhood.  
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DIVISION & DEPARTMENT PURPOSE 

The Retirement and Ageing Division provides residential aged care services, independent living 
accommodation for people on low incomes, in home care and day and respite services for older 
people and people with disabilities. 

The Retirement, Ageing and Disability Strategic Plan 2015-2020 clusters around seven strategic 
priorities:   

 financial security and sustainable livelihoods 

 community building and social engagement 

 ageing in a complex technological and information society 

 wellbeing and care 

 cognitive decline and dementia 

 competition and the market 

 a body of reliable knowledge to inform policy and practice 

The Brotherhood aims to be the leader in aged care in Victoria, not only in the provision of quality 
services but also in undertaking research, policy development and advocating on behalf of our 
consumers and the sector. At the Brotherhood the focus is enabling older people who access our 
services to flourish. Our service model is based on person centred care and the Enhancing 
Capabilities Approach which ensures that older people experience a trusting environment that 
provides opportunities and choices that enable them to live the lives they value and maximise the 
older person’s independence and autonomy. This encompasses valuing diversity including cultural 
preferences, sexual orientation and gender identity. 

Residential Aged Care: Specialised facilities which provide accommodation and other types of 
support including healthcare support, dementia management and lifestyle and enrichment 
programs. These include: 

 Sambell Lodge: 43 bed facility located in Clifton Hill (redevelopment to 115 beds) 

 Sumner House: 43 bed facility located in Fitzroy  

POSITION PURPOSE 

The role of the Lifestyle Coordinator is to empower residents to flourish through living a life they have 
reason to value through provision of social, educational and recreational opportunities that enable 
autonomy and choice. 

KEY RESPONSIBILITIES AND DUTIES 

1. Teamwork and Accountability  

 Work collaboratively within teams to achieve common goals  

 Demonstrate a commitment to the Brotherhood’s quality framework and culture by 
participating in and promoting quality actions through continual improvement activities 

 In collaboration with the manager, set goals and objectives to ensure outcomes are met 

 Model the Brotherhood values and adhere to the Code of Ethical Behaviour in everyday work 
practices 

 Maintain a safe work environment and ensure steps are taken to prevent unsafe work 
practices in accordance with Brotherhood policies and procedures. 

2. Service delivery  

Support and assist residents through the below: 

 Designing and coordinating the implementation of the Active Living Program which: 

 Enables resident choice and decision making 

 incorporates residents' personal, emotional, psychological, cultural and spiritual dimensions 

 Encourages resident learning including use of ICT 
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 Enables residents to experience a sense of belongingness to a vibrant community of life, 
learning and laughter 

 Supports resident advocacy 

 Assists residents to live a meaningful life 

 Enables opportunities to enhance social and cultural links between residents and the wider 
community 

 Develops and maintains effective communication strategies and processes among residents 
and staff 

 Contributing to development and implementation of resident individual plans 

 Working closely with staff, volunteers, family and friends in the Active Living program 

 Facilitating regular resident meetings to build the residential community 

3. Team Development 

 Work co-operatively with team members to achieve team goals 

 Support the orientation and training of new staff members and volunteers 

 Attend meetings as required 

4. Professional Development 

 Participate in professional development and mentoring programs as required 

 Participate in staff performance development and review. 

5. Administration 

 Provide assistant with any administration tasks required by the Facility Manager or as 
otherwise directed 

 Maintain up-to-date resident file notes 

 Manage Active Living Program budget 

6. Continuous Improvement 

 Participate in the development and implementation of the operational plan 

 Maintain Quality Management systems relevant to Active Living Coordinator position 

 Conduct regular reviews/audits of quality systems relevant to Active Living Coordinator 
responsibilities 

7. Multi-Skilling  

 The incumbent may be directed to carry out such duties as are within the level of the position 
and scope of the incumbent’s competence and training as directed by the manager. 
 

ORGANISATIONAL RELATIONSHIPS 

Internal Stakeholders  Residents, other BSL staff 

External Stakeholders  Residents’ family and friends, visiting health workers 

KEY SELECTION CRITERIA 

Essential  

 Minimum qualifications in Certificate III in Aged Care or above with demonstrated experience in 
conducting  

 Understanding of recreational planning and program development for older people 

 Current Level 2 First Aid certificate and Victorian Driver’s License with the competency to drive 
mini bus 

 Demonstrated experience and technical skills with a sound working knowledge of all aspects of 
aged care 

 Proven experience of working with older adults. 
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 Knowledge and experience of working with people with complex care needs 

 Well-developed interpersonal and communication skills including the ability provide information 
and liaise across all levels internally and externally  

 Well-developed organisational and time management skills with the ability to plan workload, 
prioritise and meet deadlines 

 Demonstrated knowledge and competency in Microsoft Office Programs including Word, Excel 
and Outlook and strong understanding of statistics 

 Understanding of and empathy with the values and ideals of the Brotherhood.  

MANDATORY EMPLOYMENT CRITERIA 

 Specific work requirements include weekend work, evening shifts, work based travel, attendance 
at a variety of different work locations  

 Proof of eligibility to work in Australia is required 

 A satisfactory Police Check, Working with Children Check and Statutory Declaration are required 
for this position. The Brotherhood will facilitate this process 
 

ACKNOWLEDGEMENT 

I, INSERT NAME, have read and accept the Position Description as stated above. I acknowledge the 
description of the position is an outline and guide to the duties of the professional activities needed to 
undertake the position successfully. I understand that a review of the position description may occur 
and it may be amended from time to time as organisational needs change. Changes to the position 
description will be consistent with the purpose for which the position was established. 
 

   

Manager Name  Date 

 

   

Employee Name  Date 

 


