Draft Pro forma

For Development Of Your Health Service’s Own Policy

(Insert Health Service Name Here)
JOB DESCRIPTION: HEALTH SERVICE ADMINISTRATOR
Job Title: Health Service Administrator
Classification

This position is based on Level _ _ of the _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ Award 

Reports To
_ _ _ _ _ _ _ _ _ _ President, …………Health Board
Primary Objective
Resource, assist and support the health board to ensure that it is provided with the necessary information, reports and advice to fulfil its roles and responsibilities. Within the aims and objectives of health service ensure that efficient and effective administration of services, including budgetary and financial systems, administration systems, information technology and human resource processes, are managed, implemented and maintained.

Persons/Positions to Supervise 

The administrator will provide assistance and training on administrative matters to other staff employed by the health service. The administrator is expected to confine his/her activities to administrative matters, and not interfere with clinical decisions or professional matters of program delivery.

The Person

The position is most likely held by a responsible person who has an interest in Aboriginal health issues and is keen to provide assistance to people in the community. S/he will possess tertiary qualifications and/or experience in Business Administration/Human Resource Management or other areas of health management or community development. 

Liaison

Internal

· _ _ _ _ _ _ _ _ Health Board 

· Other staff in matters relating to the operation of the health service.

External

· Personnel employed by other Aboriginal organisations 

· Accountant, funding bodies, unions, NTRHWA

· Health service staff in other communities 

· AMSANT.

Training

All positions at the health service involve the training and continuing professional development of other staff. The occupant of this and any position is expected to use their skills and experience to support and train other staff members as the need arises.
Confidentiality

Employees must not give information or documents relating to their employment and to the business of health to anyone unless authorised to do so by the health service. This includes medical records, information about health service business activities or the _ _ _ _ _ _ Community.

Criminal Check and Ochre Card  

The preferred or recommended applicant will be required to undergo a criminal history check. A criminal history will not exclude an applicant from this position unless it is a relevant criminal history. 

The successful applicant will also require a Working with Children Clearance Notice and Ochre Card. 

Duty Statement 

Community Development

· Resource, assist and support the health board to ensure that it is provided with the necessary information, reports and advice to fulfil its roles and responsibilities.

· Bring to the health board’s attention any matters that significantly affect the organisation’s ability to function and fulfil its contractual and legal obligations.

· Prepare monthly reports to the health board on the progress of the service and identify changes needed.

· Establish an effective means of communication and be clear about the roles of elected members and staff and how they work together for the benefit of the community.

· In line with the aims and objectives and policy guidelines of ……. Health Service is responsible for the further development of the organisation. In particular, develop policy options for consideration by the health board in primary health care trends and identified gaps in service delivery.

· Act as an advisor to the health board and staff on matters pertaining to management and organisational theory, public administration and accountability.

· Responsible for the organisation and schedule of health board meetings and annual general meetings

· Responsible for the development of meeting agendas and related paperwork and minutes for health board meetings.

· Responsible for providing secretarial support at health board and annual general meetings.

· Develop and maintain appropriate networks with other relevant community-based organisations.

· Promote the services and programs of …….. Health Service ensuring that clients and the general public are aware of the organisation’s work.
Administration

· carry out the directions of the health board and report regularly on progress

· responsible for maintaining accurate corporate records

· understand all office systems and ensure they are followed, eg mailing processes, petty cash receipts

· maintain statistical records and update filing system

· maintain an insurance schedule for the Health Service assets and responsibilities

·  Develop and maintain an asset register and asset management system.

· Ensure that health service assets, including buildings, plant and equipment, are adequately maintained.

· Ensure all health service vehicles have current registration and all drivers hold current driving licences.

· Responsible for the operation, maintenance and effectiveness of the health service’s management information systems and health database systems.

· Responsible for the maintenance or upgrading of all computer equipment and systems.

· In consultation with the health board and other staff manage the development of policies and procedures related to the general operation of the health service.

· Manage stationery requests in accordance with the organisation’s procedures.

· Develop and maintain priority setting planning, monitoring and evaluation systems.

· Manage the co-ordination and production of the annual report in conjunction with the health board.

· Distribute information/material to groups as requested.

Financial

· Exercise financial delegations as determined by the health board and in accordance with the Rules of the Association and the Act under which the health service is incorporated.

· Identify, negotiate and recommend on funding contracts and other financial arrangements. 

· Prepare and maintain annual budget. 

· Monitor the service’s financial expenditure, prepare quarterly project budgets. 

· Maintain/oversee financial records. 

· Ensure that the organisation’s financial responsibilities are carried out, eg taxation, superannuation and other payroll liabilities. 

· Prepare submissions for funding the service and negotiate with funding authorities over these. 

· Manage grants, including monitoring expenditure and the production of acquittals as required, 

· Prepare financial information for the annual audit. 

· Prepare the fortnightly payroll, including collating timesheets, preparation of deductions, PAYG and superannuation payments. 

· Maintain the health computerised accounting system to prepare accounts and . 

· Maintain Purchase Order records. 

· Maintain accurate debtors and creditors ledgers. 

· Prepare cheque requisitions and attendant cheques for payment to suppliers with supporting documentation. 

· Ensure bank accounts are properly managed, do not incur excessive fees and that maximum interest is earned where possible. 

· Provide reports that compare actual income and expenditure against budget figures for specific projects.

Human Resources

· Manage all human resource planning and recruitment. 

· Recruit staff in accordance with employment policies. 

· Provide support and resources to staff. 

· Ensure staff reviews and staff development occur as required. 

· Responsible for the development of work programs for trainees taken on by health service. 

· Manage leave for all staff. 

· Approve staff timesheets in accordance with the organisation’s payroll procedures. 

· Undertake annual performance appraisals in conjunction with each team member. 

· Responsible for the management of occupational health and safety procedures. 

· Establish and maintain regular team meetings. 

· Maintain secure and confidential personnel files that contain accurate information about recruitment, reviews, entitlements, leave and disciplinary proceedings. 

· Maintain full and accurate details of contractual negotiations and final contracts and agreements entered into by health service. 

· Alert health board to upcoming reviews of salary and employment, as well as maintaining records of salary and employment reviews in personnel files. 

· Obtain and file copies of current industrial awards used by health service.

Service Delivery

· Establish procedures to ensure that community and consumer needs are identified and met through suitable program provision. 

· Liaise with other staff providing relevant services in the organisation.
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