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	Job ad reference:
	H13RK03401

	Role title:
	Executive Support Officer

	Status: 


	Temporary Full Time (from 2 April 2013 up to 26 May 2013)

	Unit/Branch:
	Hospital and Health Service Executive Services Unit

Central Queensland Hospital and Health Service

	Health Service:
	

	Location:
	Rockhampton

	Classification level:
	AO4

	Salary level:
	$2448.20 - $2742.30 p.f.

	Closing date:
	Wednesday, 20 March 2013
(Applications will remain current for the duration of the vacancy)

	Contact:
	Mike Rutherford

	Telephone: 
	(07) 4920 5778

	Applications:
	Expression of Interest

	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 high level administrative support to Hospital and Health Service Executive Directors and the Chief Executive Officer.


Your key responsibilities

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

· Manage and organise all aspects of the office of the relevant Executive Director(s) while providing efficient, effective and confidential administrative and related support services. 

· Coordinate and manage the workload priorities of the Executive Director through diary and correspondence management including appropriate tracking and deadline monitoring systems.

· Provision of professional frontline services by screening of telephone calls, electronic correspondence, including departmental briefs and ministerial requests for information, so that there is a responsive service provision and that the Executive Directors’ time is optimised.

· Liaise and communicate effectively (both written and verbal) to facilitate interaction between the Executive Director and a broad range of stakeholders including other Queensland Health Executives and senior officers, the Minister, Members of Parliament, Health Community Council members, Divisional Directors, partnership and community stakeholders.

· Provide timely and appropriate responses to issues through the examination and research of matters on behalf of the Executive Director, including making appropriate decisions within the bounds of responsibility.

· Exercise judgement when necessary to solve immediate problems in situations where precedents have not been set and procedures not defined including the ability to work autonomously and utilise discretion in the absence of the Executive Director in resolution of conflict, meeting deadlines and establishing work priorities.

· Provision of executive support to a diverse range of committees by providing minuting functions, agenda preparation, carrying out of designated actions and follow up on outcomes.

Qualifications/Professional registration/Other requirements
· While there are no mandatory qualifications associated with this position a relevant tertiary qualification in Business Management would be highly regarded.

· This position requires the incumbent to operate a C Class 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.

· 
· 
· 
· 
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:   
· Demonstrated high level of written communication skills to prepare complex correspondence including advanced knowledge of contemporary computer applications including but not limited to Microsoft Office, Internet and Groupwise and advanced typing skills.

· High level interpersonal skills incorporating the ability to manage confidential information in an ethical and sensitive manner, effectively liaise with members of the public, members of parliament, and staff at various levels and disciplines. Ability to work both autonomously and to build effective team relations enabling the appropriate resolution of issues and to influence outcomes.

· Demonstrated ability to work autonomously including setting of workload priorities and meeting deadlines.  Ability to manage workloads and the diary of a senior staff member.

· Demonstrated high level skills in administrative support systems including customer service, record management, diary management and frontline service skills.

· Demonstrates high level of analytical skills with strong problem solving skills and a logical approach to achieve outcomes with an awareness of the big picture.


How to apply
Please provide the following information to the panel to assess your suitability:
· A short response (maximum 1–2 pages) on how your experience, abilities and knowledge would enable you to achieve the key accountabilities and meet the key skill requirements.  
· 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 
The Central Queensland Hospital and Health Service is one of 17 Hospital and Health Services within Queensland Health. The major hub hospital for the district is Rockhampton Hospital and subsidiary hubs are located at Gladstone, Biloela and Emerald.

The Central Queensland Hospital and Health Service provides a wide range of primary and secondary health services, including acute inpatient services and outpatient care, primary and community health services, mental health services, oral health services, residential and aged care services.

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. 

Organisational Chart 
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