	
	
ADMINISTRATION OFFICER 
POSITION DESCRIPTION 
NEERIM DISTRICT HEALTH SERVICE




Position Title:		Administration Officer
Reports to:		CEO/Administration Manager
Award:	Neerim District Soldier’s Memorial Hospital Inc. Enterprise Agreement 2020
Our Purpose
To provide high quality care in an environment in which the organisation can flourish
Our Vision
To be considered the most highly valued provider of community and individual wellbeing
Our Values
A passion and commitment for what we do
Professionalism, respect for all and a commitment to diversity and social inclusion
A commitment to quality and continuous improvement	
Enthusiasm in working together for a common goal to meet the changing needs of our community

Organisational background:
Neerim District Health Service (NDHS) is a private not for profit entity owned by its members. It is incorporated under the Associations Incorporation Reform Act (2012) and is located in the township of Neerim South with a population of 1300. 
NDHS has a 90-year history serving the community and there is strong community support and ownership of the organisation.  NDHS has a Board of Management elected from the local community who have a strong mix of professional skills and an active interest in the community and its development.
The organisation has a mix of services including:
· 25 register residential aged care beds with full Accreditation achieved in April 2018
· 8 hospital beds
· 10 bed active day procedure theatre with a mix of public and private surgery
· Commonwealth funded Short Term Restorative Care (STRC) Packages 
· NDHS is registered with the Department of Health and Human Services as a private hospital 
· Provision of Meals on Wheels services 
· Short Term Restorative Care 

NDHS has the equivalent of 40 full time staff made up of approximately 90 full time, part time or casual staff.  There is also a very active volunteer base.
Position objective:

The overall aim of this position is to undertake administration and reception duties concerned with the day to day operations of NDHS. The position is to provide excellent customer service, both internally and externally whilst ensuring strict confidentiality at all times. 


Position responsibilities:

The Administration Officer will work interchangeably within NDHS programs and departments meeting the following duties/requirements and other tasks in line with the position objective.  These positions will be required to cover the NDHS reception area between the hours of 0700 and 1800 hours.

Reception and administration

· To answer the telephone promptly and courteously.
· Meet and greet patients, carers, and visitors courteously, completing all necessary paperwork, payments and authorisations and directing them to the appropriate area.
· To liaise with contractors and other suppliers, ensuring correct signing in processes are completed
· Ensure stationery and associated stock is ordered and kept up to date
· Assist in the ordering of supplies for all areas where requested, ensuring value for money and stock levels maintained
· Mail distribution and postage including collecting deliveries from Australia Post
· Maintaining the membership database including processing payments and assisting with the annual membership renewal process 
· Monitoring ‘Admin’ email and directing emails out to appropriate staff 
· Monitoring Fax mailbox and distributing incoming faxes
· Patient records management, including archiving and retrieval of medical records when required, and monitoring/management of destruction of files on correct dates
· Processing of paperwork associated with both Theatre and Hospital stays 
· Completing all paperwork for public patients and distributing to LRH and development and provision of quotes for self-funded patients
· Provision of additional supports on theatre days including medical/carers certificates, changes to patient details, extra Bradmas, emailing/faxing for nurses, advising of post op appointments with nurses/patients, managing phone calls from carers organising pick ups
· Fielding numerous enquiries regarding aged care resident accounts, balances, copies of invoices etc.
· Distribution of staff communication and newsletters within the community
· Assisting with the preparation of major events such as community forums and Annual General Meetings
· Maintain staff records for Nursing Registrations, Police Checks and Working With Children Checks
· Assisting with Minute taking
· General file set up for onboarding new staff and residents
· General support to other administration and clinical support areas where requested and delegated by Manager

General responsibilities
· Adheres to the Neerim District Health Service Occupational Health and Safety Policies and participate in all mandatory training identified by the employer on an annual basis.
· Complies with the organisations code of conduct.
· Understands and participate in ongoing quality improvement activities. 
· Demonstrates commitment to ongoing professional development by participating in in-service education and study days where possible. 
· Strict adherence to the Neerim District Health Service Confidentiality Policy and Privacy Act guidelines. 
· Ensure that any personal, private or sensitive information obtained regarding a staff member or client remains confidential. 
Key Selection Criteria:
· Excellent communication and customer service skills 
· Sound computer skills in Microsoft Office, particularly Word and Excel, with experience in accurate and efficient data entry
· Strong personal ethics , a conscientious approach and commitment to the Values of NDHS
· Experience in administration and front of office duties
· Excellent time management skills and the ability to manage many different demands and work priorities.
· Commitment to teamwork and education
· Demonstrated commitment to safe work practice
Desirable Skills & Competencies:
· Certificate in Business Administration  
· Previous experience in a similar position or within a Hospital or Health care environment 
· An understanding of medical terminology
· Knowledge of privacy legislation and document control
Employment conditions:
· Salary and conditions are in accordance with your individual employment agreement and the NDHS EBA.
· Remuneration Packaging is available in accordance with current legislation.
· NDHS operates under an Equal Opportunity Policy and Occupational Health & Safety Policy in accordance with current legislation.
· Effective risk / quality management is a core competency expected of everybody involved at NDHS
· The Administration Officer is expected to conduct her/himself with professional integrity towards residents, patients and clients 
· Under the Accident Compensation Act, it is the applicant’s duty to advise NDHS of any pre-existing condition, which could be aggravated by the type of employment they are applying for.  Failure to do so seriously jeopardises any entitlement the employee might have for a work-related aggravation of that non-disclosed pre-existing condition.
· Under the relevant State and Commonwealth legislation, all applicants applying for positions working in Aged Care are required to undergo a National Police Check and sign a Statutory Declaration.. NDHS also requires that all applicants provide evidence of current Working with Children’s Certificate prior to commencement of employment.

	Responsibilities stated herein reflect the primary functions of this job and should not be construed as an exhaustive list of duties.

Employee Name: _______________________________________ Date: __________________

Signature:  ___________________________________________________________________
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