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	Job ad reference:
	H13BA03390

	Role title:
	Administrative Officer

	Status: 


	Casual

	Unit/Branch:
	Baralaba Multipurpose Health Service

Central Queensland Hospital and Health Service

	Health Service:
	

	Location:
	Baralaba

	Classification level:
	AO1/AO2

	Salary level:
	$22.29 - $31.82 p.h.

	Closing date:
	Wednesday, 3 April 2013
(Applications will remain current for 12 months)

	Contact:
	Helen Carbery

	Telephone: 
	(07) 4998 2800

	Email applications:
	 Recruitment_Rockhampton@health.qld.gov.au 

	
	

	
	





	
	






About our organisation

Queensland Health’s purpose is to provide safe, sustainable, efficient, quality and responsive health services for all Queenslanders, and we have five core values that guide our behaviour:

· Caring for People:  We will show due regard for the contribution and diversity of all staff and treat all patients and consumers, carers and their families with professionalism and respect.

· Leadership: We will exercise leadership in the delivery of health services and in the broader health system by communicating vision, aligning strategy with delivering outcomes, taking responsibility, supporting appropriate governance and demonstrating commitment and consideration for people.

· Partnership: Working collaboratively and respectfully with other service providers and partners is fundamental to our success.

· Accountability, efficiency and effectiveness: We will measure and communicate our performance to the community and governments. We will use this information to inform ways to improve our services and manage public resources effectively, efficiently and economically.

· Innovation: We value creativity. We are open to new ideas and different approaches and seek to continually improve our services through our contributions to, and support of, evidence, innovation and research.







Purpose  
Provide a high standard of administrative support to the different functional areas of the Hospital and Health Service. This position is accountable for promoting good public relations with the general community and both internal and external customers of the service. The position will manage, co-ordinate and plan all inpatient transaction activities encompassing Admission, Discharge, Leave and management of outstanding patient fees for Baralaba Health Service. The role of this position is to provide timely and accurate information to staff, clients and public on current inpatient status and to maintain up to date records for Baralaba Multipurpose Health Service.  
Your key responsibilities

· Fulfil the responsibilities of this role in accordance with Queensland Health’s core values, as outlined above.

· Prioritise workload to enable smooth and efficient operation of the office environment.

· Carry out general clerical duties such as but not limited to reception duties, answering telephones and directing calls appropriately, filing, word processing, data entry, taking minutes of meetings and maintaining records including medical records, banking and mailing.

· Perform specific duties associated with the administration of medical records, coding, outpatients processing, Patient Travel Subsidy Scheme. 

· Collection of monies (e.g pharmacy payments) from clients ensuring this is balanced with receipt book and cash book and reconciling Trust/Revenue Accounts.

· Preparation of accounts (including manual preparation of patient accounts) for payment, including coding of general accounts, general vouchers and requisition.  

· Preparation and tendering reminder and debt collection letters, recording and reporting outstanding debts.

· Provide confidential executive support to the Director of Nursing and Medical Superintendent Right to Private Practice.

· Ability to use Queensland Health corporate information systems e.g. FAMMIS, HBCIS (including Appointment Scheduling), Office Max, Resource Management System (RMS), Enterprise Discharge Summary (EDS), Queensland Health Enterprise Supporting Service (QHERS), Utilisation Management System (UMS) and QHIPS, Microsoft Office suite of programs including Groupwise E-mail with Word, Publisher and Excel programs.

· Maintain accurate computer records, admissions, discharges, appointments, DVA and patient health fund information.

· Maintain stock levels of items relevant to the position e.g. stationery.

· Screen admissions to identify patients with private health insurance and offer an informed choice about private patient treatment options.

· Confirm entitlements with private health funds on behalf of the patient or hospital which may assist patients in electing to be treated as a fee-paying patient.

· Provide HBCIS end user training to new staff and provide advice to existing staff on an ongoing basis.

· Co-ordinate the collection and collation of end of month statistics.

· Participate in facility Quality Activities and in review and development of Policies and Procedures.

· Function in accordance with Code of Conduct and legislation affecting the Administration Officer areas of responsibility.

· Maintain effective interpersonal and communication skills with members of the health care team, patients, families, contractors and visitors to the hospital and staff from other agencies.

· Contributes to the development, implementation and review of facility policies and plans.

· Comply with policies, procedures, standards and legislation relevant to the role including human resource issues including workplace health and safety, ethical behaviour, equal employment opportunity and anti-discrimination.

· Provide and maintain a high degree of confidentiality to ensure patient and staff privacy in all aspects of the position.

· Ensure continuing competence in areas of responsibility and participate in professional development opportunities including mandatory competencies. 

· Participate in Performance Appraisal and Development process.


Qualifications/Professional registration/Other requirements

· Licence to operate vehicles: This position requires the incumbent to operate a class C motor vehicle, and an appropriate licence endorsement to operate this type of vehicle is required. Proof of this endorsement must be provided before commencement of duty. 
· Potential applicants are advised that the Aged Care Act 1997 requires Queensland Health employees and volunteers of aged care services to have a current National Police Certificate. Queensland Health will facilitate the applicants obtaining the above check.


· 
· 
· 
· 
Are you the right person for the job?
You will be assessed on your ability to demonstrate the following key attributes.  Within the context of the responsibilities described above, the ideal applicant will be someone who can demonstrate the following:   
· Knowledge and experience of Microsoft Office applications.

· Demonstrated knowledge of or ability to acquire knowledge of general office processes.

· Demonstrated knowledge of or ability to acquire knowledge of relevant policies and procedures affecting the position including Medical Records and Patient Admissions, Transfers and Discharges.

· Demonstrated interpersonal and communication skills and ability to work unsupervised and/or as a member of a multi-disciplinary team.

· Knowledge of the operation of office equipment and the ability to follow office procedures.

· Organisational problem solving and time management skills.

· Ability to deal with sensitive and confidential matters appropriately.


How to apply
Please provide the following information to the panel to assess your suitability:

· Your current CV or resume, including referees. You must seek approval prior to nominating a person as a referee.  Referees should have a thorough knowledge of your work performance and conduct, and it is preferable to include your current/immediate past supervisor.  By providing the names and contact details of your referee/s you consent for these people to be contacted by the selection panel. If you do not wish for a referee to be contacted, please indicate this on your resume and contact the selection panel chair to discuss.
· 


About the Hospital and Health Service/Division/Branch/Unit 
For further information visit the District/Division/Facility website: 

http://www.health.qld.gov.au/workforus/profiles/Region_CQ.asp



Pre-employment screening
Pre-employment screening, including criminal history and discipline history checks, may be undertaken on persons recommended for employment. The recommended applicant will be required to disclose any serious disciplinary action taken against them in public sector employment. In addition, any factors which could prevent the recommended applicant complying with the requirements of the role are to be declared. 

Roles providing health, counselling and support services mainly to children will require a Blue Card, unless otherwise exempt.  Please refer to the Information Package for Applicants for details of employment screening and other employment requirements. 





Salary Packaging
To find out whether or not your work unit is eligible for the Public Hospital Fringe Benefits Tax (FBT) Exemption Cap please refer to the Salary Packaging Information Booklet for Queensland Health employees available from the Queensland Health Salary Packaging Bureau Service Provider – RemServ at http://www.remserv.com.au.  For further queries regarding salary packaging RemServ’s Customer Care Centre may be contacted via telephone on 1300 30 40 10.

Disclosure of Previous Employment as a Lobbyist
Applicants will be required to give a statement of their employment as a lobbyist within one (1) month of taking up the appointment.  Details are available at http://www.psc.qld.gov.au/library/document/policy/lobbyist-disclosure-policy.pdf.

Probation
Employees who are permanently appointed to Queensland Health may be required to undertake a period of probation appropriate to the appointment.  For further information, refer to Probation HR Policy B2 http://www.health.qld.gov.au/qhpolicy/docs/pol/qh-pol-197.pdf. 
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