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HEALTH SERVICES ADMINISTRATOR
PART TIME 2 DAYS PER WEEK

APPLICATION PACKAGE

In applying for this position, please submit no more than two written pages addressing the selection criteria and an up to date copy of your Curriculum Vitae.
1.0

POSTION DESCRIPTION AND APPOINTMENT FACTORS

	Position Title
	Health Services Administrator

	Organisation
	Kimberley Division of General Practice Ltd

	Status of employment
	Part Time (2 days per week)

	Hours of employment
	Up to 15 hrs per week 

	Reports to
	Clinical Health Services Manager 

	Band
	$44,000 - $50,985 pro-rata
Negotiable (per skills and experience)

	Location
	Broome


2.0
POSITION OBJECTIVE 
This position fills an important role in the clinical administration team and functions with support from the Clinical Health Services Manager.
The primary objective of the position is to support the Boab Health Services Clinical Team through administrative support to ensure efficient office function is maintained under supervision and helping the organisation to meet the business plan objectives efficiently.  This includes support for the allied and mental health team.
In addition to the above areas, the occupant of this position will comply with and demonstrate a positive commitment to the highest level in equal employment opportunity, occupational safety and health principles, quality improvement.  A high standard of professionalism with respect for confidentiality and ethical conduct throughout the course of their duties and employment is also essential.
3.0
STATEMENT OF DUTIES 
	3.1
	TEAM

· Attend to telephone duties including management of incoming calls and faxes; monitoring the message bank system and advising staff of relevant messages.

· Provide administrative support to the Allied and Mental Health teams as required. 
· Attend to correspondence and e-mails as required and respond appropriately.

· Support in handling non-specific correspondence and enquiries.
· Arrange travel and accommodation for staff, as required.
· Other duties as directed.

· Maintain a tidy working environment



	3.2
	CLIENTS

· Provides a telephone service for all clients of the Kimberley Division of General Practice trading as Boab Health Services.

· Preparation and management of regular client communication including : referral letters and booking of appointments and data entry.


	3.3
	BUSINESS

· Management of filing system and office documents & records 
· Assist in maintaining office resources including equipment.

· Responsible for updating relevant contact lists.

· Maintaining the office in a tidy and orderly manner.

· Support occupational and cultural security, and safe work practices.

· Respect for and adherence to the principles of equal employment opportunity.

· Strict maintenance of confidentiality, including all information handled and the source of information.

· Practice and respect of environmental responsibility.




4.0
SELECTION CRITERIA

The successful applicant will be able to address the following:

4.1
ESSENTIAL

1. Certificate of secondary education (year 10) or higher
2. Sound communication and interpersonal skills, both oral and written.
3. Energetic and creative personality with demonstrated ability to use initiative
4. Computer literacy and word processing skills. MS Office 
5. Demonstrated ability to work as a part of a team.

6. Flexible approach to work, and willingness to learn new skills.

7. Ability to maintain ethical conduct and confidentiality in regard to patients, Division members and staff.

8. Understanding of work place health and safety issues as they relate to the office environment.
4.2
DESIRABLE
1. (A) Class drivers license and own vehicle.
2. Knowledge of or previous experience in the health industry

3. Understanding of Equal Employment Opportunity (EEO) practices and principles.
4. Understanding and implementation of Quality Improvement and Best Practice in the workplace.

Please submit your application addressing the above criteria to:

Nadine White
Deputy CEO
Kimberley Division of General Practice

PO Box 1548

BROOME    WA   6725

or

Email:  nadine.white@kdgp.com.au
Reference: Health Services Administrator part time



