
 

POSITION DESCRIPTION 

Position title NDIS Portal Administrator and Participant Access Officer 

Reports to Chief Operating Officer 

Job type Full time (38 hours per week) 

Service area Client Services 

Position purpose To oversee the management of Carpentaria’s interface with the National Disability 

Insurance Scheme (NDIS) Provider Portal and coordinate participant access 

requirements ensuring Carpentaria’s sustainability as an NDIS provider, through the 

facilitation of timely and quality data flow between Carpentaria and the National 

Disability Insurance Agency (NDIA).  

 

KEY RESPONSIBILITIES 

1. Manage the organisation’s interface with the NDIS Portal to ensure timely and efficient quoting, invoicing 
and remittance and ensure that Carpentaria meets NDIS provider registration responsibilities. 

2. Develop and implement Carpentaria Portal management policies and procedures and keep abreast of 
and communicate NDIS procedural changes, ensuring a sustainable and efficient system, upskilling staff 
in portal administration as required. 

3. In consultation with internal stakeholders, develop, facilitate and coordinate respectful, person centred 
administrative processes, including the coordination of service agreements, for participant 
commencement with Carpentaria services. 

4. Engage with participants and where relevant, their significant others and guardians to develop service 
agreements. 

5. Resolve arising issues by working closely with stakeholders, including participants, guardians the 
Northern Territory Government and the NDIA. 

SELECTION CRITERIA 
 
1. Demonstrated experience in disability sector service development, contract management or a similar 

role. 
2. Demonstrated high level interpersonal, written and verbal communication and complex problem-solving 

skills. 
3. Demonstrated experience working directly with people with a disability.  
4. Demonstrated ability to interact effectively with people from diverse cultures and a demonstrated 

understanding of cultural safety. 
5. Knowledge and understanding of current legislative and compliance requirements in the disability sector, 

including the NDIS, is desirable.  
6. Tertiary qualifications in a disability or community service related area is desirable.  
7. Current Working with Children Clearance, Criminal History Check, First Aid Certificate and NT Driver’s 

Licence. 
8. Travel intra and interstate travel as required, sometimes by light aircraft and 4WD. 
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