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DFV Intake and Case Worker (Trainee) 

Position Description 

Program Overview 
This role is funded under the New Specialist Family, Domestic and Sexual Violence Workers Program to 
increase service capacity to deliver trauma informed response and recovery support to victim-survivors of 
DFSV. 

Key Result Areas 
▪ Case Management 
▪ Networking and Relationship Building 
▪ Community Development 
▪ Quality Activities 

Description of Duties 

Generalist Intake Support and Casework 

▪ Assess individual needs of clients seeking support 
▪ Identify and develop referral pathways (with client consent) 
▪ Assist and support women to enhance their existing coping skills, problem solving skills and 

ability to mobilise resources 
▪ Undertake needs assessments and develop case plans 
▪ Conduct outreach and office visits as required to support client needs 
▪ Provide casework, advocacy and warm referral services 
▪ Provide clients with assistance and brokerage to stabilise their personal circumstances and 

assist them out of crisis 
▪ Make Child Protection Reports and document as necessary 
▪ Assist and support victim/survivors to enhance their existing coping skills, problem solving 

skills and ability to mobilise resources 
▪ Identify and prioritise client groups currently unable to access support options and develop 

a clear understanding of client needs 
▪ Compile and maintain appropriate resources to carry out the position 
▪ Develop and maintain referral pathways and protocols 
▪ Complete file notes and record keeping 

Community Development 
▪ Develop and maintain networks and/or formal partnership agreements with relevant agencies 
▪ Establish and facilitate collaborative, innovative and workable partnerships with community 

partners and NGOs to integrate service provision at a local level. 
▪ Encourage cooperative work practices and facilitate innovative approaches to issues of 

common concern within the community sector. 
▪ Participate in committees, forums and working groups as required by service agreement 

and/or SAGE priorities. 
. 
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Work Health and Safety 
▪ Adhere to the documented WHS Policies and Procedures of SAGE. Work Health and Safety is 

a priority of SAGE and is imbedded throughout all our practice and policies, in line with the 
requirements of SafeWork and the WHS Act 2011 and the SAGE Risk Management Policies and 
Safety Plans 

▪ Report any incidents or concerns regarding the safety of a worker, a client or a stakeholder 
when engaging with the services of SAGE. WHS is a standing item on the Team Meeting agenda 
and the team is encouraged to report any concerns as and when they arise 

▪ Engage in organisational WHS reviews, Risk Management Processes and training as required 

Quality 
▪ Demonstrate an ongoing commitment towards quality improvement through 

policy/procedure review, internal audits and consultations 
▪ Actively participate in developing and maintaining best practice standards in relation to 

responding to domestic and family violence and the provision of client-centred, trauma 
informed DFV services (including but not limited to access, allocation, intervention, record 
keeping, evaluation, collaboration and measurable outcomes) 

▪ Participate in regular reviews and evaluation of the DFV programs 
▪ Ensure the input of accurate and timely data for the purposes of reporting and continuous 

quality improvement 
▪ Participate in evaluations of SAGE products and services 
▪ Participate in, and have a positive attitude towards, your own professional development, and 

that of your team members 
▪ Maintain a working knowledge of legislation and good practice relating to the role, including: 

child protection and mandatory reporting, disability inclusion, and service standards 

Teamwork and General Duties 
▪ Demonstrate an active, dedicated commitment to the SAGE Vision, Purpose, Values and 

strategies, as well as all SAGE policies, procedures and other guiding documents 
▪ Promote a positive image of SAGE in all your work 

▪ Demonstrate a positive approach to working with all other SAGE team members; support 
and collaborate with others to enhance the SAGE’s work and image 

▪ Contribute to positive change by identifying opportunities for improved practice in SAGE 
service delivery 

▪ Represent SAGE at meetings, events and interagencies as required 
▪ Support the daily routine of SAGE, including responding to enquiries as required 
▪ Participate in SAGE team meetings and staff development processes 
▪ Perform other duties as required from time to time, consistent with the position, as directed 

by the Executive Officer 
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Skills and Experience required  
▪ Relevant Tertiary Qualifications e.g., Social Work, Social Sciences, Diploma of Community 

Services 
▪ Knowledge and understanding of domestic and family violence and clients with complex 

support needs 
▪ Commitment to supporting the needs and rights of people from diverse backgrounds, e.g., 

Aboriginal and Torres Strait Islander communities, Culturally and Linguistically Diverse 
communities, people from LGBQTIA+ communities, and people living with a disability 

▪ Capacity to undertake needs assessments, provide information and referrals and develop case 
plans 

▪ Ability to build relationships and work collaboratively with other stakeholders both internal 
and external 

▪ Problem solving and decision-making skills both day to day and in crisis situations 
▪ Ability to work both independently and within a small team 
▪ High level of computer literacy (including office 365, online information client management 

systems) 
▪ Excellent organisational, administrative and time management skills 
▪ Current driver’s licence and comprehensively insured vehicle. 
▪ Current WWCC and Police Check 

Desirable 
▪ Fluency in a community language 
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