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Position Description

Allied Health Assistant

Classification: Allied Health Assistant Grade 3

Business unit/department: | Speech Pathology

Work location: Austin Hospital KX Heidelberg Repatriation Hospital X
Royal Talbot Rehabilitation Centre Other [ (please specify)
Agreement: Allied Health Professionals (Victorian Public Sector) (Single Interest

Employers) Enterprise Agreement 2021-2026
Choose an item.
Choose an item.

Employment type: Part-Time

Hours per week: 24

Reports to: Manager, Speech Pathology
Direct reports: Nil

Financial management: Budget: Nil

Date: October 2026

We acknowledge the Traditional Custodians of the land on which Austin Health operates, the
Wurundjeri People of the Kulin Nation.We pay our respects to Elders past and presentand extend that
respect to all Aboriginal and Torres Strait Islander Peoples. We acknowledge the deep and enduring
connection that First Nations Peoples have to this land, and we honour their strength, resilience, and
leadership. We are committed to creating a culturally safe and supportive workplace where Aboriginal
and Torres Strait Islander voices are heard, valued, and empowered.

Position purpose

The Allied Health Assistant (AHA) works closely with the interdisciplinary team to provide a flexible
and responsive service that meets each patient’s identified therapeutic goals. The AHA will perform
duties including patient care as delegated by a Speech Pathologist who is an Allied Health
Professional (AHP). Duties may include assistingin a client’s therapy program, creating tailored AAC
systems (Augmentative and Alternative Communication), maintaining equipment and resources, and
completing other administrative tasks that support client management and contribute to patient
flow.

About the Speech Patholog



This position is based within the Speech Pathology Department. This department forms part of the
Division of Allied Health. The Division of Allied Health comprises the following:

e Allied Health - Physiotherapy, Social Work, Speech Pathology, Occupational Therapy, Nutrition
and Dietetics, Orthotics & Prosthetics, Clinical and Neuropsychology (Royal Talbot site) and
Creative and Leisure Services

e Spiritual Care

e Language Services

e Tracheostomy Review and Management Service

e Disability Liaison Program
The Speech Pathology Departmentis committed to providing a comprehensive and innovative service
to clients with communication and/or swallowing disorders. To achieve this goal, the department will
lead and excel in research, teaching, and evidence-based practice.
The Speech Pathology Department provides services on all three campuses of Austin Health, across all
units. The department offers acute adult inpatient, adult rehabilitation, Better@Home and
outpatient/community services.
The Allied Health Assistant will work as a member of the interdisciplinary team of allied health
professionals providing therapy to clients receiving home-based, centre-based and telehealth

services, as delegated by an AHP.

The Allied Health Assistant in this position reports to the Manager of Speech Pathology and is
expected to travel across campus as required.

Position responsibilities

All tasks will be undertaken within the Supervision and Delegation Framework for Allied Health
Assistants 2012. The Allied Health Assistant will be expected to read, understand and apply this
framework.

Clinical Care

e Work with minimal supervision to implement therapeutic activities

e |dentifyclientcircumstancesthat need additional input from the AHP and suggest appropriate
course of action

e Assistin the supervision, mentoring and clinical education of Grade 1 and/or Grade 2 Allied
Health Assistants and those in training if required

e Understand the basic theoretical principles of the work undertaken by speech pathologists
whom the AHA is employed to support

e Assistand superviseindividual patienttreatment programs, regularly liaising and feeding back
to the relevant therapist as required.

Work across all locations as required in order to support AHPs and other AHAs in their roles
Utilise functional maintenance principles to maximise a client’s independence

Assist in the development of augmentative and alternative communication systems
Take direction from the AHP and seek clarification as required

Monitor and report changes in the client’s health status to the treating AHP
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Document interventions in the patient medical record, in accordance with medico-legal and
Austin Health documentation requirements

Plan and manage their workload to ensure adequate time for patient care and administrative
tasks

Assist in establishing and conducting group programs in consultation with the AHP

Assist in the coordination of education seminars, including advertising, attendees list, and
room set up

Administrative Duties

e Undertake quality improvement, accreditation, infection control and OH&S activities relevant to
the position
Undertake with administrative duties such as answering phones, completing forms/filing and
managing resources
Record daily statistics for group and individuals as directed by AHP
Develop information and training resources for clients in conjunction with AHPs (for example,
patient handouts and instruction manuals)
Order supplies as required
Undertake equipment stocktake annually
Participate and assist with Austin Health events and activities such as Speech Pathology Week
Support the development and update of the HUB/Intranet
Other administration duties as required.

Professional Development/Education
e Participate in department performance appraisal process
e Participate in regular supervision with a clinical lead (or clinician)
e Undertake education and training to ensure practice is current and evidence based

e Complete all local competency training in order to maximise ability to work with all patient
groups at all Austin Health sites
e Conductin-servicesto hospital personnel such as nursing, medical and other Allied Health staff

Information Management

e Record in patient medical files according to policy/ procedure and Austin Health
documentation standards

e Adhere to Austin Health’s policies for use of Information Technology
e Meet activity and reporting timelines

e Maintain and store minutes of meetings in areas of responsibility
e Record accurate statistics as per policy and procedures

Occupational Health and Safety

e Demonstrate awareness of and adherence to occupational health and safety procedures
including Infection Control within the department and the hospital

e Participate in the emergency incident response activities, as defined within the Emergency
Response Manual, as and when required, at the direction of management

e Assist in maintaining a safe work environment by reporting any incidents of unsafe work
practices, and unsafe sites/areas or equipment.

e Ensure infection control standards are adhered to during the treatment of clients, in the
preparation of the area and the cleaning of equipment between clients

e Actively participate in the ongoing identification, assessment, treatment and prevention of
risks
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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

Undertake not to reveal to any person orentity 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

Selection criteria

Essential for Performance in the Position

A commitment to Austin Health Values
Demonstrated ability to work under delegation, with supervision to implement therapeutic and
related activities.

Able to enter data accurately into varying spreadsheets, with a willingness to learn new IT
systems

Able to coordinate activities, allocate and meet priorities in a busy department

An ability to work with people from a variety of backgrounds in a positive manner to achieve
desired goals

A positive approach to teamwork and a willingness to undertake a broad range of clinical and
non-clinical duties

Demonstrated computer and clinical systems literacy

Demonstrated ability to prioritise work and meet strict deadlines efficiently

A current Victorian driver's licence

Successful completion of at least the Certificate IV (Allied Health Assistance) from an RTO or
equivalent

Demonstrated understanding of the basic theoretical principles of the work undertaken by
speech pathologists whom the AHA is employed to support

Demonstrated ability to work with minimum supervision to implement therapeutic and related
activities.

Demonstrated ability to support the work being performed by Grade 1 and 2 Allied Health
assistants and those in training

Desirable but not essential for Performance in the Position

Knowledge of medical terminology

Fluent in a language relevant to the communities that Austin Health supports
Previous experience in a hospital or health setting

Previous experience working with a multidisciplinary health team

Experience in leading adult groups

Professional qualifications and registration requirements

Successful completion of at least the Certificate IV (Allied Health Assistance) from an RTO or
equivalent
A current Victorian driver's licence
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Quality, safety and risk - all roles

All Austin Health employees are required to:
e Maintain a safe working environment for yourself, colleagues and members of the public by
following organisational safety, quality and risk policies and guidelines.

o Escalate concerns regarding safety, quality and risk to the appropriate staff member, if unable
to rectify yourself.

e Promote and participate in the evaluation and continuous improvement processes.
e Comply with the principles of person-centered care.

¢ Complywith requirements of National Safety and Quality Health Service Standards and other
relevant regulatory requirements.

Other conditions - all roles

All Austin Health employees are required to:
e Adhere to Austin Health’s core values: ouractions show we care, we bring our best, together we
achieve, and we shape the future.

e Comply with the Austin Health’s Code of Conduct policy, as well as all other policies and
procedures (as amended from time to time).

e Complywith all Austin Health mandatory training and continuing professional development
requirements.

e Provide proof of immunity to nominated vaccine preventable diseases in accordance with
Austin Health’s immunisation screening policy.

e Work across multiple sites as per work requirements and/or directed by management.

General information

Cultural safety

Austin Health is committed to creating a culturally safe, inclusive and anti-racist environment for all
staff, patients, consumers, carers and communities. We recognise that racism, discrimination and
exclusion negatively impact health and wellbeing, and acknowledge the unique and ongoing effects of
colonisation, dispossession and systemic inequities experienced by Aboriginal and Torres Strait
Islander Peoples. We are committed to embedding cultural safety and inclusion across all levels of our
health service, actively identifying and eliminating racism in all its forms, and equipping our people
with the knowledge, skills and confidence to challenge racism, foster respect, and create a safer and
more equitable experience for everyone.

Equal Opportunity Employer

We celebrate, value, and include people of all backgrounds, genders, identities, cultures, bodies, and
abilities.We welcome and support applications from talented people identifying as Aboriginal and/or
Torres Strait Islander, people with disability, neurodiverse people, LGBTQIA+ and people of all ages and
cultures.

Austin Health is a child safe environment
We are committed to the safety and wellbeing of children and young people. We want children to be
safe, happy and empowered. Austin Health has zero tolerance forany form of child abuse and commits
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to protect children. We take allegations of abuse and neglect seriously and will make every effort to
mitigate and respond to risk in line with hospital policy and procedures.
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