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Position Description





Position Title: Administration Assistant                                                                   

	Classification:
	HS1

	Business Unit/ Department:
	SAPM

	Agreement:
	Victorian Public Health Sector (Health and Allied Services, Managers and Administrative Workers) Single Interest Enterprise Agreement 2021 - 2025
	Employment Type:
	Fixed Term Full-Time or Part-Time	

	Hours per week:
	80

	Reports to:
	Administration Manager

	Direct Reports:
	0

	Financial management:
	n/a

	Date:
	8/11/2024




About Austin Health

Austin Health is one of Victoria’s largest health care providers. Comprising the Austin Hospital, Heidelberg Repatriation Hospital, Royal Talbot Rehabilitation, Hospital in the Home and community based health services; Austin Health is an internationally recognised leader in clinical teaching, training and research, with numerous university and research institute affiliations.

Austin Health employs near 9,000 staff across its sites; including over 1,600 doctors and 3,000 nurses, and delivers a full range of leading edge clinical services, including several state-wide services (liver transplant, spinal cord injury service, respiratory support service, child inpatient mental health service). In total, Austin Health provides over 900 beds, including mental health, aged-care and rehabilitation beds and a range of community and in the home services. The current annual operating budget is in excess of $960 million.

Austin Health delivers vital state-wide services to all Victorians, including to diverse multicultural and veteran communities. It also provides community and specialty services to the people of Melbourne’s north-eastern corridor in a safety-focused, team-oriented and stimulating work environment.

Austin Health’s current vision is to change healthcare for the better through world class research, education and exceptional patient care.

Our values define who we are, shape our culture and the behaviours, practices and mindset of our people. Our values are: Our actions show we care, we bring our best, together we achieve and we shape the future. www.austin.org.au/about-us

Austin Health is committed to providing an inclusive culture where all employees can contribute to the best of their ability and strive to develop further. Find more at http://www.austin.org.au   


Position Purpose

This position is designed to support both the Surgical/Endoscopy Liaison Nurse’s and the patient during their pre-admission journey. The focus of this team is to provide efficient, streamlined, patient centered care to patients, in accordance with the DHHS Elective Surgery Access Policy. This role will require close working relationships with a wide range of staff across the hospital.


About the Division of SAPM

The Surgery, Anaesthesia and Procedural Medicine Division (SAPM) employs over 1,500 staff and is responsible for the provision of approximately 50,000 elective, planned and emergency procedures per year delivered to the community serviced by Austin Health.  This includes; elective surgery, emergency surgeries and procedure base care across 11 operating theatres and 4 endoscopy suites at the Austin site (AOS) and 8 operating theatres and 2 endoscopy suites at The Surgery Centre (TSC).   

The Surgery & Endoscopy Access Team forms part of SAPM, and is composed of Administrative staff and Surgical/Endoscopy Liaison Nurses. The position is primarily located on level 8 of the Harold Stokes Building, Austin Campus, but may be required to work across all sites. 


Purpose and Accountabilities

Role Specific:

· Phone Management:
· as a matter of priority, act as a point of contact for unit and message service for the Booking Office Nurses
· triage incoming calls to determine urgency and escalate call as required to ensure successful outcome for patient or customer
· educate patients on general processes relating to their elective surgery waiting list
· maintain exceptional customer service at all times to both internal and external stakeholders

· Waitlist management:
· work in cooperation with Booking Office Nurses to maintain an accurate and up-to-date waiting list, manage the patient status and ensure treatment is received in the recommended timeframe
· provide necessary correspondence to the patient and referring clinician
· ensure we have up-to-date patient details and process Health Questionnaires as required
· utilise audit processes to ensure our records remain current

· Appointment management:
· assist scheduling patient appointments, both accurately and timely
· provide necessary correspondence to patient and utilise a broad means of communication to ensure patients are notified effectively
· confirm upcoming appointments with patients and other relevant parties
· prepare files as required prior to appointments
· facilitate the booking of patient interpreter services, transport or accommodation etc. when required
· attend Clinic as required and perform associated duties, such as Reception and Patient Check-in etc
· manage billings associated with Clinic appointments 
· Team dynamic
· contribute to creating a team environment which promotes positive culture and opportunity for learning and development
· support the continuity of services at times of leave, both with in the administrative team and wider unit, to ensure high standard of business can continue
· communicates information and expectations in a way that builds effective and collaborative working relationships
· creates a climate where self-development and improvement is valued
· shares knowledge and information with the team
· communicates clearly and concisely
· effectively deals with challenging behaviours and seeks to resolve conflicts
· maintains a professional demeanor and serves as a role model for all staff

· Continuous Improvement: 
· establish system enhancements where identified improvement opportunities exist
· participate in IT system testing to ensure change processes are implemented effectively
· actively participate in ongoing identification, assessment and prevention of risks
· partake in any project activities within the Division where required

· General:
· undertakes not to reveal to any person or entity any confidential information relating to patients and employees, policies, processes and dealings and not to make public statements relating to the affairs of Austin Health without prior authority of the Chief Executive Officer
· ability to prioritise workload and manage competing demands
· use initiative to support the best outcome for patients and the team
· maintain files in accordance with relevant policies and legislation
· assist with inventory management to ensure relevant stock is available and easy to locate
· assist with processing incoming mail, printing, faxing and other office duties
· liaise with appropriate administrative staff and secretaries regarding consultant recruitment and leave management 
· invites and assimilates feedback from others by active participation in own performance review process
· focus on the pre-admission requirements of any or all units within SAPM, depending on the needs and workload of the Division
· willing to work within general SAPM business hours, Mon-Fri 7am-6pm and take a flexible approach to the roster
· other administrative duties as requested by the Leadership Team


All Employees:

· Comply with Austin Health policies & procedures, as amended from time to time, which can be located on the intranet (The Hub): http://eppic/
· Report incidents or near misses that have or could have impact on safety - participate in identification and prevention of risks
· Comply with the Code of Conduct






Selection Criteria

Essential Knowledge and skills:

· A commitment to Austin Health values: Our Actions Show We Care, We Bring Our Best, Together We Achieve, We Shape the Future
· Demonstrated commitment to excellence in customer service
· Proven effective communication skills both verbal and written
· Well-developed time management skills and ability to prioritise tasks
· Demonstrated ability to work in a complex and changing environment
· Ability to problem solve and be self-motivated
· Developed computer skills and sound administrative skills
· Accurate data management
· Ability to work autonomously and as a member of a dynamic team
· Commitment to quality, best practice and environmental safety
· Ability to assist and support the implementation of quality change initiatives

Desirable but not essential:

· Expertise in Microsoft Office Suite (Word, Excel, Outlook)
· A sound understanding of information technology including clinical systems, applications relevant to the Management of rostering and risk management reporting or as required for the role and/or department
· Knowledge of medical terminology

General Information

Austin Health is a Child Safe Environment

Austin Health is committed to child safety. We want children to be safe, happy and empowered. We support and respect all children, as well as our staff and volunteers. Austin Health has zero tolerance of child abuse, and all allegations and safety concerns will be treated seriously in line with legal obligations and our policies and procedures.

Equal Opportunity Employer

Applications from Aboriginal and Torres Strait Islanders are encouraged to apply. For more information about working at Austin Health, please follow this link to Austin Health’s Aboriginal Employment website: http://www.austin.org.au/careers/Aboriginalemployment/ 
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