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Information Package 

Administration Officer
July 2010
Position No 14/10
Thank you for your enquiry. The Division has a job share position available for an Administration Officer to be responsible for the smooth running of the Bathurst office and relief at its headspace office, including the coordination of visiting services, managing appointments, processing payments, data entry and administrative support within the organisation.  
Contained in this package is information about the position and the organisation. For further information on the position please contact Sylvia Gore direct on 6333 2808.
Please address the selection criteria in your application. Applications should be limited to 6 pages (your resume can be of any length).

Address applications to 

Ms Sandra Christensen






Chief Executive Officer






NSW Central West Division of General Practice






PO Box 742






BATHURST  NSW  2795

Applications close 5.00 pm Friday 13th August 2010  
Positions Vacant Advertisement

Administration Officer

Based in Bathurst – Job share

______________________________________________________________

NSW Central West Division of General Practice works with general practice to support improved health outcomes in our communities.

We are looking for an Administration Officer who will be responsible for the smooth running of the Bathurst office, including the coordination of visiting services, managing appointments for service providers, processing payments, data entry and the provision of efficient and effective administrative support and as such have a customeer service focus.
Attractive working conditions and salary. This position is job share (8.30 am to 3.00 pm M-F). For an information package that detail the selection criteria for this position please go to www.cwdgp.org.au or alternatively call Sylvia Gore on 6332 6646 or email to s.gore@cwdgp.org.au 

Applications close 5.00 pm Friday 13th August 2010.
CWDGP values cultural diversity.
Criteria to be addressed in your application for the position of the Administration Officer
Essential Criteria:

· Relevant qualifications eg Certificate in Business Administration and/or experience in an administration environment.

· Excellent verbal and written communication skills.

· Computer skills including Microsoft programs, email and internet.
· Competent data entry skills with strong attention to detail.

· Demonstrated organisational ability in an office environment. 

· Positive attitude and demonstrated customer focused.
· Ability to work in a small team setting with shared goals. 
· Drivers licence. 
Desirable Criteria:

· MYOB experience.
· Experience working in health related area.
NSW Central West Division of General Practice

Position Description

	Position Title:
	Administrative Officer – job share

	Program:
	Division Support Services

	Incumbent
	

	Location:
	Bathurst

	Reports to:
	Division Support Manager

	Hours:
	60 hours per fortnight (8.30 am to 3.00 pm) Monday to Friday

	Conditions of Employment:
	· Central West Division of General Practice Collective Agreement or any other agreement replacing this agreement

· CWDGP Policies and Procedures 

· Position Description 

· Letter of Offer

	DGP Classification:
	Administration Officer

	Salary:
	FTE $37,000 - $45,000 – dependant on skills and experience
+ 9% superannuation

+ Option to salary package up to $16048 per annuum

+ Flexible working conditions including above award leave entitlements and generous professional development support

Please note: CWDGP is a Health Promotion Charity and can offer FBT exempt salary packaging to staff which can increase the tax free threshold depending on individual financial circumstances.



	Contract Period:
	To 30th June 2012 with the possibility of extension

	Financial Delegation:
	NA


Position Objectives:
This Administration Officer (job share) position will be responsible for the smooth running of the Bathurst office and relief support at the headspace office, including the coordination of visiting services, managing appointments for service providers, processing payments, data entry and the provision of efficient and effective administrative support and as such have a customeer service focus. 
Organisational Relationships

The Administration Officer (job share) position is an employee of the CWDGP and reports to the Division Support Manager. You will work collaboratively with other members of the Division and Headspace teams and closely with other administration staff. 
Key Responsibilities:

Administration:

1. Provide administration support for the Division staff

2. Provide administration support for Headspace staff at the Headspace office when required

3. Manage appointments for clients and service providers

4. Process patient payments through Medicare as required

5. Ensure accurate and timely data entry

6. Maintain the Division DIS data base, ensuring accurate data entry and reviewing exception reports

7. Oversee the maintenance of the Division office

8. Maintain stationery, medical and general office supplies for the Division

9. Make travel arrangements for Division staff including airflights, accommodation, car bookings

10. Provide administration assistance with the CWDGP education program including: logistics and planning; communication with attendees and practices; venue and teleconference liaison; certificates; and DIS records. 

11. Ensure the Division office presents a professional image to visitors, clients and service providers

12. Undertake data entry, scanning and other administrative services to support clinicians providing services to clients;

13. Ensure appropriate administration systems are in place, including appropriate policies and procedures  to meet accreditation requirements

14. Review office systems and procedures to improve efficiency and effectiveness of the office processes 

15. Hold a current drivers’ licence

16. Pick up and delivery of mail to the Post Office.

Communication:

17 Provide reception duties for the Division and to clients, specialists and allied health workers
18 Manage the incoming and outgoing communication systems including mail, fax and email for the Division

19 Answer telephone enquiries, provide first point of contact and problem solving for the Division

20 Disseminate relevant information to GPs and Division staff

21 Produce the Division newsletter, Tues News and Views every Tuesday and distribute via fax and email to general practice members and subscribers

22 Participate in working parties and committees as necessary

23 Minor website maintenance – eg Tues News and Views and updating staff profiles

OH&S

24 Maintain OH&S and security for the Division office

25 Gain and maintain St John’s First Aid Certificate

26 Coordinate quarterly OH&S information to staff

Quality


27 Review office systems and procedures to improve efficiency and effectiveness of the office processes. 

28 Contribute to the quality improvement activities of the Division

Other Responsibilities


29. Adhering to Division policies and procedures

30. Collaborate with and provide holiday relief cover for other staff

Other Duties
31. Provide input for Division newsletter articles.

32. Undertake continuing education as required to ensure professional skills remain current.

33. Participate in staff development activities and processes.

34. Travel throughout the Division area as necessary.

35. Contribute to the co-operative culture of CWDGP.

36. Participate in quality improvement activities. 

37. Other duties as directed.

Special Job Requirements

In order to fulfil the responsibilities of the position you must hold a current dirvers licence. On the occasions when you use a privately owned motor vehicle for work-related purposes, the Central West Division of General Practice will pay a motor vehicle allowance on a per kilometre basis, according to the Central West Division of General Practice Policies and Procedures.

Note:  

This position description is not a duty statement, it is only intended to provide an outline of the key responsibilities of the position. Staff are expected to carry out any duties, within the scope of their ability, that are necessary to fulfil the position objectives.

It is expected that this position description will change over time due to the nature of Divisional activities. A flexible attitude to change is expected of staff. Any proposed changes will be discussed with you.
Salary Packaging

Division is a Health Promotion Charity

The NSW Central West Division of General Practice Limited is able to offer you salary packaging because of its status as a Health Promotion Charity. We have determined that we are a Health Promotion Charity and have been granted Deductible Gift Recipient status from the Australian Taxation Office. Consequently we can commence payment of benefits shortly after employment commences.   

Items Which May Be Salary Packaged

The following is a suggested list of items which can be salary packaged. The list is not exhaustive and you will need to choose which items you want packaged.

· Mortgage payments
· Home rental payments

· Private Health Insurance

· Child care
· Aged care expenses

· HECS
· Personal loan repayments

· Utilities
· Private travel

· Health, life, house and contents insurance

· Club or association membership

· Credit Card payments on non refundable items

Maximum Benefits and Costs
The maximum amount that you can salary package is up to $16,049 per annum (This amount is tax free).  Selectus (the CWDGP’s salary packaging management organisation) charge an annual fee of $286.00 (ie $11.00 per fortnightly pay).  
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A Profile 

The NSW Central West Division of General Practice was formed in 1993, and aims to support General Practice in providing the highest quality health care to the people of the Central West.

The Division is primarily funded by the Commonwealth Department of Health and Ageing but also receives funding from other various sources for specific projects.

The Division is committed to placing ethics at the centre of decision making for Division activities, while maintaining a central platform of equity and excellence.

There are 123 Divisions throughout Australia and the NSW Central West Division of General Practice works closely with local, State and Federal health services to support GPs.  

We currently have 17 staff based at the Bathurst Division office, 12 staff at our headspace office and 5 staff working in the region. We also have a number of contractors providing allied health services across the Division catchment.



The area in which the Division operates:
The Division lies west of the Blue Mountains and covers a large area of 60,287 square kilometres from Lithgow to Lake Cargelligo. There are 24 public and private hospitals and 31 community health centres in the area.  More than 50% of GPs in the Central West are Visiting Medical Officers (VMOs) at hospitals.

We currently have approximately 120 GP members of the Division. There are also a number of GP Registrars working throughout the Division at any point in time.


The objectives of the Division are:
1. To facilitate improved liaison between general practitioners and other areas of the health care system; 

2. To ensure the effective integration of general practice with other elements of the health care system;

3. To enable general practitioners to contribute to health planning at the local level;

4. To provide better access to available and appropriate general practitioner services for patients and reduce inappropriate duplication of services;

5. To meet the special (and localised) health needs of groups (such as Aboriginal and Torres Strait Islanders and those with non-English speaking backgrounds) or people with chronic conditions, particularly where these needs are not adequately addressed by the current health system;

6. To facilitate the advancement of general practice;

7. To enhance education and professional development opportunities for general practitioners and undergraduates;

8. To facilitate increased general practitioner focus on illness prevention and health promotion activities; and

9. To improve the efficiency and effectiveness of health services at the local level.


The Division offers two strands of services:
Clinical support including: Allied Health and specialist services, National Prescribing Service, Medication Management Review, as well as various clinical projects. Practice support including: Education, nursing services, GP recruitment support, locum support, immunisation support, accreditation support, media, advocacy, information dissemination and education co-ordination.
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Information Package – Administration Officer (job share) -Bathurst   

Dated: 30th July 2010 
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Chief Executive Officer
 �

Executive Assistant
 �

Board
 �

MEMBERS
 �

Consumer Advisory Committee
 �

General Practice Advisory Group
 �

Division Support Team
 


Service Delivery Team 
 �

Program Support Manager
 �

Practice Support Manager
 �

Division Support Manager
 �

Finance Assistant
 �

MAHS
 �

ATAPS
 �

MSOAP
 �

Aged Care
 �

Palliative Care
 �

Round the Clock
 �

Practice Support/GPS
 �

Education & Workforce
 �

Nursing Team – Asthma/Diabetes
 


IM/IT
 �

APCC
 �

General Practice
 �

 
Headspace 
 �

NPS
 �

 Immunisation
 �

Closing the Gap
 �

Clinical Governance Advisory Committee


 ABHI 
 �

 Drought Mental Health
 �

 Headspace Consortia
 �

 
Service Integration Manager�

 General Practice Solutions
 �

HMR
 �

IT Support Services
 �

 
Clinical Services �

 
Administration�

 
Education & Promotion Service �

Governance Committee


Finance & Risk Management Committee



