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Position Description 

 The Cancer Society of New Zealand – Otago and Southland Division Inc. is led by Te Tiriti o 

Waitangi and equity focused. 

Organisational Mission 

To reduce the incidence and impact of cancer in Aotearoa New Zealand. 

Values 

Our core values are respect, integrity and excellence. 

We display these behaviours in our daily work and they guide how we interact with others 

and ourselves. 

The purpose of the role is to provide practical and emotional support to people with 

cancer and their families/whanau (clients) in our community.  The support complements 

care offered by health care and other social service providers, and that meet identified 

community needs. To provide information and/or resources on specific cancers and 

treatments, including complementary and alternative treatments, that are accessible, 

accurate and evidence based so that clients may make informed choices. To work 

collaboratively and in partnership with Cancer Society staff members, volunteers, and 

other health providers in order to maximise delivery of support services 

Key Responsibilities 

Primary Objectives Performance Measures 

To identify and respond 

appropriately to support needs of 

clients and refer on to external 

support services where appropriate 

• An equitable service is readily available

to clients that meet their supportive

care needs and accessible to anyone

Title Community Support Coordinator 

Reports to Supportive Care Team Leader 

Location 1 role Central Otago, 1 role Dunedin, 1 role Invercargill
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affected by cancer across the Otago and 

Southland region. 

• All client contacts are promptly assessed

and engaged

• Ongoing client needs are reviewed at

appropriate intervals

• Capture and maintenance of accurate

client data, which is used to ensure

consistency in delivery of service and to

identify any emerging needs.

• Supporting documentation and data

meets Cancer Society operational and

evaluation requirements and is

maintained within privacy guidelines.

• Any concerns or complaints raised are

managed according to the Cancer

Society guidelines and policies with

every attempt made to mitigate the risk

of reoccurrence.

To implement Cancer Society 

support services, which primarily 

include supportive listening, supply 

of appropriate informational 

resources, advocacy, linking with 

volunteers, brokering to other 

service providers, working alongside 

other members of the client’s 

health care professional team.  This 

role may also include liaison with 

clients accessing transport 

assistance, groups and  

programmes, prosthetics and the 

accommodation services. 

• Clients are presented with a suite of

accessible support services where they

can make informed decisions about

support to be received from the Cancer

Society.

• Services provided are evaluated and

adapted based on client and

stakeholder feedback

• Service planning is conducted to include

the effective use of volunteers in roles

• Strategies are in place to address

geographical barriers to service delivery

• Service provision is given within the

scope of practice in collaboration with

other health care providers, community

service providers to assist in a

coordinated service delivery.

• Any barriers to accessing the Society’s

services are identified and reported to

the Team Leader
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To support effective and 

appropriate services to the client 

through collaboration and 

information exchange with other 

health providers. e.g. district 

nurses, social workers, SDHB or 

other nearest hospital 

• Regular communication with health 

professionals is maintained as 

appropriate 

• Client referrals are made to other 

providers as appropriate and at 

informed consent 

• Works within the scope of practice can 

refers clients back to appropriate 

supporting health care team for ongoing 

medical advice 

• Regular communication with Cancer 

Society colleagues 

• Regular attendance at Cancer Society 

team meetings with active contribution 

to discussions and to be an advocate for 

Otago and Southland communities 

To work closely in a leadership role 

with Supportive Care volunteers and 

provide guidance, appropriate 

feedback and direction 

• Up to date knowledge and understanding of 

aptitudes of individual volunteers 

• To assess and match clients with Supportive 

Care Volunteers to ensure consistency in the 

delivery of service.  

• A reporting mechanism is in place to ensure 

client/volunteer partnership is functioning 

satisfactorily 

• Client and volunteer matching are reviewed 

at regular intervals 

• Attendance at volunteer support group 

meetings as needed to share appropriate 

information 

• Provision of advice and feedback to 

Supportive care volunteers  

• Any unmet needs or safety concerns are 

raised with the Team Leader. 

To maintain an open line and robust 

communication pathway with the 

Team Leader and other Cancer 

Society colleagues 

• Maintain regular contact with the Team 

Leader at agreed times 

• Prompt response to request for contact, and 

initiation of contact where appropriate 

• Reports are submitted within an agreed 

timeframe 
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• Expenditure has been clearly agreed in 

advance and accounted for to an acceptable 

standard 

• Prompt submission of timesheets and 

expense claims 

• Team Leader is alerted to any alternation of 

agreed practice or unforeseen matter at the 

first opportunity 

To maintain professional 

development and practice 

• Accepts responsibility for ensuring that 

health care practice and conduct meet the 

standards of the professional, ethical and 

relevant legislated requirement 

• Works to a PD work plan and is available for 

regular quarterly reviews 

• Clinical supervision is attended as required 

• Development opportunities are discussed 

with the Team Leader and attended with 

the intent of sharing the experience 

To be the face of the Cancer 

Society when working in the 

community 

• On occasion to contribute to the delivery of 

key Cancer Society activities in the area 

including Daffodil Day and Relay for Life. 

Support the commitment to 
ensuring the Society provides a safe 
environment that is free of harm to 
health, safety or wellbeing 

 

• Adequate responsibility is taken for ensuring 

your own health, safety and wellbeing 

• Health and Safety risks associated with your 

role are effectively assessed and mitigated 

• Health and safety incidents are reported in a 

timely way  

The above is an outline of the performance indicators and expected outcomes 

attached to the position. However, these may be extended or amended to meet 

changing circumstances. 

 

Key Relationships 

This position requires a high level of professional interactions with: 

External Internal 

Clients 

Cancer Society volunteer groups  

Health care providers and providers 

Volunteer Services  

Other Staff and Volunteers 

•  
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Personal Specification: 

Education/Qualifications  

A relevant health professional qualification 

 

Skills and Experience 

Relevant health professional background and experience 

knowledge and understanding of a charitable, not-for-profit organisation whose main 

focus is the health and welfare of the community. 

a working knowledge of community and voluntary activities and services 

an ability to work in a team environment with minimal supervision 

an ability to appreciate our clients’ perspective as a consumer 

can work within the scope of practice of the community support role 

leadership qualities that include flexibility, maturity of judgement and the ability to 

make decisions 

a general understanding of cancer and its impact on individuals, family/whanau and 

community 

well-developed communication skills, including the ability to appreciate and respect the 

sensitive nature of the Society’s work 

a sense of humour and enthusiasm for working with people in their community 

an understanding and working knowledge of information technology and proven 

computer skills 

an ability to appreciate differing perspectives, build relationships and gain cooperation 

from a range of internal colleagues and external agencies 

a current ‘clear’ driver’s license 

 

 

 

 


