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Department Housing Operations 

Primary location Bowden 

Award and 
Classification 

Social, Community, Home Care and Disability Services Award 2010 
(Level 5) 

Reports to Senior Manager – Specialist Disability Housing Program (SDHP) 

POSITION SUMMARY 
The Specialist Disability Coordinator supports the effective operation and growth of the Specialist 
Disability Housing Program (SDHP) by acting as a central point of expertise, coordination and 
continuity across teams. The role provides specialist advice on SDA and NDIS requirements, 
supports vacancy management and tenant onboarding processes, and ensures that compliance, 
documentation and quality assurance obligations are consistently met. The position strengthens 
connections between internal teams and external stakeholders to support well‑coordinated, best 
practice, compliant and participant‑focused housing outcomes. 

KEY RESPONSIBILITIES 

SDA AND NDIS COMPLIANCE AND EXPERTISE 

• Stay current with SDA Rules, NDIS Price Guide, and housing regulations, providing 
timely updates to internal teams. 

• Interpret new National Disability Insurance Agency (NDIA) and regulatory guidance and 
translate into practical policies and procedures. 

SERVICE DELIVERY AND TENANT ENGAGEMENT 

• Respond to enquiries, relating to disability accommodation services. 
• Provide information to housing seekers, their delegates, formal or informal support 

providers, the general public and NDIS stakeholders on SDA or other housing 
opportunities, within the SDHP portfolio. 

• Maintain a Client Relationship database of SDA housing seekers (waitlist) to support 
efficient vacancy management and promotion of available specialist housing outcomes. 

• Maintain a distribution list of support service providers who assist SDA housing seekers 
to find accommodation. 

• Lead the advertising process for SDA vacancies on the Housing Hub or similar disability 
housing platforms, and implement promotion strategies informed by data insights. 

• Lead allocations and tenant selection to accommodation vacancies within the SDHP 
portfolio. 

• Support participant suitability assessments and ensure selection processes are fair, 
transparent and compliant. 
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• Support the onboarding of new tenants ensuring the induction experience is managed 
effectively.  

• Ensure SDA tenants documentation and information is accurate and up to date. 
• Work with Housing Officers and the Assets team to facilitate internal transfers to meet 

tenant housing goals. 

INTERNAL CAPABILITY BUILDING AND SUPPORT 

• Provide coaching, guidance, and hands on support to staff in managing SDA properties 
and participant needs. 

• Act as the primary contact for complex SDA related issues and disability housing queries. 
• Support program review to evaluate the alignment with the program purpose and 

outcomes. 
• Contribute to the implementation of streamlined, compliant and participant focused 

service delivery. 
• Provide support for complex SDA related queries, supporting staff, tenants and housing 

seekers. 

QUALITY ASSURANCE, RISK MANAGEMENT AND CONTINUOUS IMPROVEMENT 

• Conduct regular file reviews to ensure accurate documentation and compliance with SDA 
Practice Standards and tenancy law. 

• Support internal audits by identifying compliance gaps and support the development of 
improvement plans. 

EXTERNAL ENGAGEMENT AND SECTOR LEADERSHIP 

• Represent the organisation at NDIA forums, SDA working groups, and sector events to 
maintain up-to-date knowledge and influence policy discussions. 

• Develop and maintain strong partnerships with support coordinators, Supported 
Independent Living (SIL) providers, and key disability sector stakeholders. 

• Implement Marketing and Communications plan for SDA and disability housing services. 
• Support the establishment and maintenance of documented arrangements with SIL 

providers and evaluate outcomes and improve engagement strategies. 

STRATEGIC CONTRIBUTION AND SDA GROWTH 

• Contribute to planning for new SDA property developments. 
• Support the design and implementation of innovative service models for people with 

disability. 
• Analyse supply and demand trends to contribute to strategic planning and program 

development. 

OTHER DUTIES 

• Any other duties appropriate to the role. 
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KEY REPORTING / WORKING RELATIONSHIPS 

Internal External 

• Housing Officers (SDHP) 
• Other Housing Operations teams 
• Partnerships and Services teams 
• Asset and Maintenance teams 
• Project Manager-Disability Housing   
• Finance Officers 

• Tenants and tenant advocates (including 
guardians and families of tenants) 

• NDIA and Support Coordinators 
• Lifetime Support Agency 
• Support Providers (including Supported 

Independent Living Providers)  
• Disability Housing Sector  
• Community Housing and Homelessness 

sector (SA) 
• South Australian Housing Trust 

 
KEY PERFORMANCE INDICATORS 
The following areas will be assessed and measured through Unity’s Professional Development 
Program to monitor effective performance in accordance with the requirements of this Job 
Description, Unity’s Policy and Procedure framework, Strategic Plan and the employment 
contract: 

• Compliance with SDA and NDIS rules and organisational policies. 
• Quality and timeliness of internal guidance and training delivered. 
• Effectiveness in risk mitigation and audit readiness. 
• Contribution to strategic SDA initiatives and external stakeholder relationships. 

Specific Performance Measures (KPIs) will be identified in conjunction with the designated 
Manager for this role to ensure that outcomes detailed in the above Key Responsibilities are 
aligned with Unity’s Strategic Plan and are properly measured in determining the level of 
performance.  

SPECIAL CONDITIONS 
• Hours of work are as per contract 
• Position is based at the designated office but there may be a requirement to work across all 

Unity sites 
• A six-month probationary period will apply 
• 5 weeks’ annual leave (pro rata for part time). Casuals receive the casual loading in 

accordance with the relevant Award in lieu of paid leave entitlements 
• Operate within Unity’s Policy and Procedure framework, as amended from time to time 
• Authority to initiate and approve expenditure within financial delegation limits, as per Unity’s 

Delegations of Authority policy (Appendix A - Schedule of Delegations) 
• Some out of hours work may be required during peak times of activity or tight deadlines and 

will be negotiated in advance, where applicable and approved overtime or TOIL will apply 
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• Prior to appointment and on an ongoing basis staff must undergo satisfactory criminal and 
relevant history screenings 

• Current full driver’s licence required with no limitations 
• This position has mandatory reporting requirements under child protection legislation and 

appropriate training must be completed  
• All Unity Housing staff are expected to participate in activities and spirit of Unity’s 

Reconciliation Action Plan (RAP) and to contribute towards the achievement of the 
organisation’s Environmental, Social and Governance (ESG) outcomes 

VALUES AND BEHAVIOURS 
All Unity staff are required to model the following behaviours and values and participate in 
performance reviews and management as directed and in line with published expectations as 
outlined in the Code of Conduct, Strategic Plan and related documents. These are available on 
Unity’s intranet and website and updated as necessary: 

 
• Social Justice – We advocate for and actively support fairness, equality, and justice. 
• Innovation and Creativity – We encourage innovation and creativity. 
• Collaboration and Partnerships – We support collaborative efforts and partnerships. 
• Transparent and Ethical – We ensure integrity and an ethical approach. 
• Leadership and Professionalism – We lead with vision and integrity and promote 

professional excellence. 
• Empowerment and Respect – We foster an environment of respect and a focus on 

empowering others. 

PERSON SPECIFICATION 
SKILLS AND ABILITIES  

Essential Desirable 

• Strong knowledge of SDA and NDIS 
frameworks. 

• Ability to interpret complex legislation 
and translate into practical processes. 

• Advanced person-centred 
communication skills, including the 
ability to adapt communication to meet 
the needs of people with disability, 
including the use of accessible and 
support decision -making approaches. 

• Excellent communication and 
stakeholder engagement skills. 

• Strong problem solving and risk 
management capabilities. 

• Ability to train and mentor staff. 

• Report writing and policy development 
skills. 

• Strong negotiation and advocacy skills. 
• Knowledge of tenancy law and housing 

compliance requirements. 
• Understanding of inclusive service 

provision models that support high-
quality outcomes for people with 
disability. 

• Knowledge of trauma-informed practice 
and its application in tenancy 
management. 

• Understanding of shared living 
compatibility frameworks. 
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• Familiarity with ESG reporting 
principles in community housing or 
disability settings. 

• Sound understanding of South 
Australian tenancy legislation including 
the Residential Tenancies Act. 

EXPERIENCE  

Essential Desirable 

• Demonstrated experience in disability 
services or NDIS related roles. 

• Experience managing compliance and 
quality assurance processes. 

• Exposure to SDA housing or similar 
specialist accommodation. 

• Experience working with multi-
disciplinary teams and external 
agencies. 

• Involvement in sector development or 
policy advocacy. 

EDUCATION / QUALIFICATIONS 

Essential Desirable 

• Relevant tertiary qualification in 
Disability, Community Services, or 
related field. 

• Current First Aid Certificate. 

• Advanced training in SDA or NDIS 
frameworks. 

• Project management or leadership 
qualifications. 

APPROVAL 
  
 

 

Chief Executive Officer Date 6 March 2026 

EMPLOYEE ACKNOWLEDGEMENT 

I acknowledge receipt of and agree to the duties and expectations as outlined within this job 
description.  

Name  Signature  Date  
 


