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Durri Aboriginal Corporation Medical Services

Durri Aboriginal Corporation Medical Services


Position Description

	Position Title: Receptionist/Business Support Officer  
	Business Unit: Business Services 

	Reports To: Senior Business Support Officer
	Direct Reports: Nil

	Primary Objective:

	This position is responsible for both the provision of quality services to all internal and external clients and overall administrative support across the program. The key objectives of the role include:
i. Providing senior customer service to all internal and external clients in the areas of reception, record management and filing;
ii. Providing administrative support services to the all staff as required; and 
iii. Maintenance of medical files, spreadsheets and databases to ensure data integrity and accuracy.


	Position Dimension & Decision Making Authority:
	Key Communication Contacts:

	Without referral to manager –

· Routine enquiries from internal and external clients and the community
After Consultation with manager or others –

· Complex enquiries from internal and external clients and the community
· Actions outside company policy and procedure

Referred to managers or others –

· Operational and capital expenditure


	Contact/Organisation

	Purpose/Frequency of Contact

	
	Senior Business Support Officer
	Daily – Around direction and achievement of accountabilities

	
	Client and the Community
	As needed – Providing help and advice on general enquiries

	
	All staff
	As needed – Support where appropriate 

	
	
	


	Key Accountabilities

	Key Result Area
	Major Activities
	Performance Measures:

	1. Customer Service and Reception

	· Answering and directing incoming calls to the correct staff member, and where appropriate resolving problems in the first instance to ensure internal and external client satisfaction.  

· Welcoming visitors, assisting in their enquiries and directing them to the appropriate departments. 

· Assisting in the scheduling and coordination of practice appointments in conjunction with business requirements.

· Maintaining the presentation of the reception area to ensure a professional image is displayed at all times.

· Liaise with the relevant business functions to ensure that service offerings are timely and satisfy internal and external customer expectations.
	· Client feedback

· Staff/doctor feedback



	2. Administration, Records Coordination and Documentation 
	· Assisting with the organisation and coordination of administrative activities in an efficient and effective manner

· Contributing to the delivery of routine administrative activities such as medical record keeping, developing computer templates, preparing documentation and scheduling appointments.

· Supporting the Senior Business Support Officer and team members with ad hoc administrative tasks as required.

· Assisting in maintaining relevant databases through accurate data input and processing to ensure records are kept up to date at all times.
· Maintaining an effective filing system to ensure that information is easily accessible and understood by all staff.
	· Maintain effective and accurate filing systems

· Feedback around ease of access of files from relevant stakeholders

	3. Team work and Collaboration 
	· Effectively collaborating with team members to ensure that the function is operating effectively and efficiently, while maintaining a harmonious team environment.
· Ensuring compliance with relevant OH&S legislation and that any issues are identified and actioned in line with the policy.
	· Feedback from colleagues


	4. Compliance
	· Complying with all relevant legislation and regulatory standards.

· Obtaining and recording accurate health histories to ensure compliance with all organisational policies and procedures and legislative requirements, while ensuring client and community confidentiality is maintained.
	· OH&S, EEO, Confidentiality

	5. Reporting
	· Contribute to statistical and management reports to meet organisational and statutory requirements including analysis, reporting of financial results and supporting recommendations.
	· Accuracy and timeliness of contribution to reports

	6. Policy and Procedures
	· Assisting in developing and complying with policies and procedures to ensure that the program is demonstrating consistent practices nationally and is in line with strategic objectives.

· Attend all mandatory training requirements and participate in staff performance reviews including updated First Aid Certificate and participation in staff immunisation program

· Compliance with and understanding of EEO Legislation
	· Provide consistent and high standards of compliance with policies and best practice




	Key Challenges:
	Person Specification:

	· Achieving high level customer service to internal and external clients in high pressure situations

· Achieving administrative program requirements within tight timeframes


	Qualifications & Experience –
· Aboriginal or Torres Strait Islander descent

· Demonstrated experience and skills in a business support, administration or reception environment 

· Experience building relationships with health service agencies, non-government organisations, community groups and medical professionals at all levels

· Ability to hold all relevant security clearances including National Police Check and Working with Children clearances

· Senior First Aid or willingness to undertake.

· Medical Receptionist training or willingness to undertake.

· Current driver’s licence

Core Competencies –

· Strong interpersonal skills, including the ability to demonstrated empathy when required

· Ability to maintain confidentiality and to exercise tact, initiative and sound judgement
· Sound level of numeracy and demonstrated attention to detail 

· High written and verbal communication skills

· Demonstrated ability to work flexibly within tight time schedules and in accordance with variable workload demands

· Ability to build relationships with all levels of the organisation and the community



DURRI ABORIGINAL CORPORATION MEDICAL SERVICES
SELECTION CRITERIA FORM - RECEPTIONIST
This document is the equivalent of a "first interview" and provides an opportunity to showcase your relevant skills and experience. You must answer the compulsory questions and responses to selection criteria should be no more than one paragraph. You should demonstrate your knowledge, skills and experience in relation to the criteria and reflect your understanding of the context and objectives of the position. The selection criteria document forms part of the selection process, and applications that do not attach this document cannot be accepted.

1. Demonstrated experience and skills in a business support, administration or reception environment 

	


2. Experience building relationships with health service agencies, non-government organisations, community groups and medical professionals at all levels

	


3. Strong interpersonal skills, including the ability to demonstrated empathy when required

	


4. Ability to maintain confidentiality and to exercise tact, initiative and sound judgement

	


5. Sound level of numeracy and demonstrated attention to detail 

	


Compulsory questions:
	Are you of Aboriginal or Torres Strait Islander descent?
	Yes  FORMCHECKBOX 

	No  FORMCHECKBOX 


	Do you hold a current valid driver’s licence?
	Yes  FORMCHECKBOX 

	No  FORMCHECKBOX 


	What is your salary expectation for this position?
	

	When would you be available to commence in this position?
	

	I acknowledge that undertaking a police and background check is a requirement of undertaking this position. 
	Yes  FORMCHECKBOX 

	No  FORMCHECKBOX 



Please attach completed selection form with CV and send to hr@durri.org.au 
Thank you.
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