Draft Pro forma

For Development Of Your Health Service’s Own Policy

(Insert Health Service Name Here)
JOB ADVERTISEMENT: HEALTH SERVICE ADMINISTRATOR

	_ _ _ _ _ _ _ _ _ _ Health Service

Health Service Administrator

The _ _ _ _ _ _ _ Health Board is currently seeking applications from suitably qualified and experienced people for the position of Health Service Administrator. 
The health service is an established Aboriginal community controlled health service serving the people living in and around _ _ _ _ _ _ _ _ _ Community _ _km from _ _ _ _ _ _ _ _, including outstations/homelands in a radius of _ _Kms of the community. The majority of people in this area are _ _ _ _ _ _ people. The role will mainly be responsible for the financial, administrative and operational functions of the service. A major component of the work will be attracting funds and assisting and supporting the health board in fulfilling its responsibilities. 

Selection Criteria 

Essential: Ability to communicate appropriately with people from a range of different social and cultural backgrounds Experience working in non-government, non-profit organisations. 

Desirable: Tertiary qualifications and experience relevant to the management of primary health care services. Knowledge of health-related issues in Central Australia/Top End. Experience working in community development. 

The salary range is negotiable depending on experience and qualifications. 

Contact the administrator tel. _ _ _ _ _ for more information and a copy of the information package. 

Apply in writing to the President, _ _ _ Health Board. Include the names of three referees. Applications close at 5pm on Friday _ _ _ _

Aboriginal & Torres Strait Islander people are strongly urged to apply for this position.
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