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Staff Position Description

	Instruction for Managers

	
	Instruction for Staff

	
1.  Give a copy of Position Description with letter of offer.
2.  Copy signed Position Description for the Staff Member.
3.  Update the Staff File Manager.
4.  Place the signed copy on the staff file.

	
	
1.   Read the Position Description carefully.
2.   Ask if you need any information clarified.
3.   Keep a copy for you to use at work.
4.   This may change with the Business. 
5.   Keep the Manager informed if changes occur.


Position Title:
Clerical & Administrative Employee G3
	Award Classification
	Clerical & Administrative Employee Grade 3 

	Remuneration
	As per EA salary structure 

	Reporting to
	MERGEFIELD REPORTINGTO Business Manager  

	Purpose of the Position
	In accordance with the vision, mission and values of Finley Regional Care, the Clerical & Administrative Employee works with the administration team and assists in the delivery of competent administration support

	Liaises with internally

	All Finley Regional Care Management & staff
Care Recipients / Clients
Medical Professionals

	Liaises with externally

	Potential Care Recipients / Clients
Family Members

Creditors
Consultants

General Public

	Purpose of the Position

	To provide timely and accurate administration and accounting functions and clerical duties in accordance with organisational procedures, legislative requirements and other management requests.
To provide professional reception services to enhance the reputation of Finley Regional Care.


	Essential Criteria

	· Previous experience in administration, preferably in aged care or the health industry
· Demonstrated understanding and ability to communicate effectively with the elderly

· Ability to work as part of a multi skilled team

· Ability to coordinate own work routine

· Demonstrated experience and knowledge of general financial processes

· Strong interpersonal skills

· High level of written and verbal communication skills

· Demonstrated knowledge of Workplace Health and Safety issues

· Commitment to workplace equality issues

· Strong computer skills, including word processing and the use of spread sheets
· Current National Police Check

	Desirable Criteria
	· Current driver’s license
· Experience with Trimicro and Reckon software

	Organisational Change Management
	Supports and assists with implementation of change


	Behaviours Required
	MERGEFIELD BEHAVIOURS 1. 
Teamwork / Professionalism

2. 
Customer / Community Focused

3. 
Solutions driven

4. 
Innovative

5. 
Honest, Respectful, Dignified Caring and IntegralMERGEFIELD BEHAVIOURS 

	Key Performance Indicators


	Care Recipient’s Rights and Responsibilities
	· Provide care and services to all care recipients that is 100% consistent with the Chart of Care Recipients Rights and Responsibilities


	
	Finley Regional Care Vision and Mission Statements

	· Provide care and services that is 100% aligned to the Vision and Mission Statements of Finley Regional Care

	
	Financial
	· Ensure daily receipting and banking of all payments received with 100% accuracy

· Ensure that the input of data relating to accounts payable, receivable, incidentals and or trust accounts are 100% accurate 100% of the time

· Process bed billing charges on a fortnightly basis 100% of the time

· Ensure all residents accounts are processed and sent by the close of business Thursday fortnightly

· Timely payroll processing fortnightly

· Completing bank reconciliation monthly

	
	Administration
	· Ensure all outward correspondence is completed within the timeframes requested 100% of the time

· Ensure all correspondence produced in of a professional quality 100% of the time

· Ensure all incoming and outgoing correspondence is recorded accurately within the records management system 100% of the time

· Ensure the reception area is kept in a tidy and professional manner 100% of the time

	
	Communication
	· Develop and maintain professional relationships with residents, their families and visitors, contractors and other health professionals and internal staff ensuring 100% satisfaction in services is maintained

· Attend and actively participate in 100% of team activities and meetings

· Ensure all documentation and/or verbal communication provided is 100% accurate and delivered with set deadlines and presented in a professional manner

	
	Quality and Continuous Improvement
Quality and Continuous Improvement

	· Ensure 100% of required qualifications, registrations and accreditations are maintained and updated

· Adhere to accreditation standards 100% of the time.
· Actively be involved in assisting and implementing accreditation standards and improvements 100% of the time.

· Completion of all Audits as required 100% of the time in the time frame given/required 

· Provide accurate and timely feedback in regards to suggestions and/or complaints for improvement to the Business Manager within 24 hours of receiving such information.

· Attend 100% of the organisations mandatory training programs

· Seek out feedback from residence and visitors in regards to areas of improvement of services to be acted on daily

	
	Professionalism
	· Ensure all resident and family personal information is kept 100% confidential 

· Maintain clear lines of communication with colleagues, other health professionals, contractors and residents 100% of the time

· Comply100% with the organisations uniform and conduct policies


	Key Performance Indicators
	Workplace Health & Safety
	Contribute to and maintain the positive safe workplace by -

· Attend 100% of WH&S, Fire & evacuation in-service lectures

· Maintain competencies in regards to emergency situations 100%

· Ensure that all reasonable steps are taken to protect personal safety at work 100% of the time

	Tasks and Responsibilities


	For the Workplace


	· MERGEFIELD WORKPLACETASKS Adhere to human resources policies including anti-discrimination, harassment and victimisation policies.

· Adhere to workplace health and safety policies and proactively contribute in maintaining a safe and clean work environment.

· Display a positive attitude and be an active member of the team.

· Treat others with respect.

· Follow direction provided by senior members of the team, where authorised.MERGEFIELD WORKPLACETASKS 

	Tasks and Responsibilities
Tasks and Responsibilities


	For the Job

For the Job


	· Collection and distribution of all incoming mail.

· Assist with processing payroll.

· Ensure cash receipting and banking of all income.

· Input data in regards to accounts payable.

· Input of receipts and incidental costs involved in resident billing and trust accounts.

· Process bed billing charges fortnightly.

· Ensure all resident accounts are processed and sent out as required.

· Ensure all outward correspondence is completed within an acceptable timeframe.

· Filing and maintenance of correspondence, reports and other records.
· Ensure all duties in Administration are conducted in an efficient and economical manner.
· General typing/desktop publishing for internal purposes.
· Collection and distribution of incoming and outgoing mail.
· Maintain professional standard of documentation encompassing the policies and procedures of the organisation and legislative and regulatory requirements.

· Categorise and ensure the efficient distribution of files and records.

· Maintain the security and privacy of the filing system.

· Respond to telephone, oral and written requests for information under the guidance of senior staff.

· Reconcile accounts to balance, lodge bank takings and receive and document payments.

· Dispatch statements to debtors and follow up on outstanding accounts.

· Be involved in promoting a team approach through effective communication, consultation and cooperation with all staff.

· Establish and maintain harmonious relationships with colleagues, residents and their families, visitors and visiting health professionals.

· Document and/or verbally communicate accurately and promptly all information relevant to management processes.

· Support change initiatives introduced my management.

· Participate in regular performance appraisal and set goals in collaboration with the Administration & Human Resource Manager to further personal and professional growth and skill development.
· Participate in quality improvement activities and process of Accreditation.

· Complete audits as requested.

· Maintain own record of training.

· Other tasks and duties as directed by the Business Manager.




I hereby understand the requirements of the position and will fulfil the obligations required of the tasks, responsibilities and needs of Finley Regional Care.

I agree that I will provide care and services to all care recipients that is 100% consistent with the Chart of Care Recipients Rights and Responsibilities

I also agree that I will provide care and services that is 100% aligned to the Vision and Mission Statements of Finley Regional Care.

Name ______________________________________________ Date
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