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      Position Description

ADMINISTRATIVE SUPPORT
Designation:
Administrative Assistant

Level:

Advanced Computer Clerk (AM6)
Program/Unit:
Nursing Division – Wodonga Campus

Purpose of Position:

The work of the Administrative Assistant has a key role through the provision of administrative support to Nursing Administration and managing the interface between the nursing division and internal and associated external agencies.    This position requires accountability for:

1. Upholding the Philosophy, Policy and Objectives of the Hospital.

2. Assisting in the efficient operation of the Nursing Division.

3. Providing effective, efficient and confidential administrative support to Nursing Administration and other selected meeting management for the Executive.

4. Provision of Clerical Support to the Executive Support Team as required. 

Organisational Environment/Reporting Relationships:

The Administrative Assistant provides professional support to:

· Director of Nursing

· Deputy Director of Nursing

· Operations Manager

· AWH Executive as required

and works in collegial relationships with all staff in the organisation.
Reporting Relationships:

1. The Director of Nursing.

2. The AWH Executive Support Team.
Supervisory Responsibilities:

· Trainees having placement in the work area. 
Primary Responsibilities:

Technical Skills and Abilities:

· Be responsible for the development and maintenance of office systems that allow effective administration support;
· Be responsible for answering the telephone and dealing with the public or staff;
· Maintain appropriate appointment systems and room booking schedules for meetings and functions to ensure the smooth running of services;
· Use advanced computer skills and knowledge for effective administration and clerical support;
· Use organisational skills that are appropriate to role, providing coordination of meetings, appointments and reports;
· Use clerical and organisational skills that enable the delivery of work in a timely manner and with attention to detail;
· Be responsible for and maintain accurate electronic data entry as required by Nursing Recruitment and Human Resource Management;
· Receive, sort, process and manage incoming mail in collaboration with other administrative staff;
· Use a high level of office administration skills and knowledge for effective and efficient systems of administrative management, including paper copy and electronic filing.
· Function in accordance with legislative requirements for Health Services recognising confidentiality and privacy of all consumers and staff.
· Effectively manage competing work priorities;
· Accurately transcribe (written or audio) reports and correspondence; and
· Be responsible for the safe and effective handling and the maintenance of all equipment used. 
Personal Development:

· Regularly review own work practices and ensure quality customer service;

· Maintain and enhance current knowledge and skill base that facilitates best possible work management and client response;

· Accept accountability for work;

· Maintain and enhance prioritisation skills;

· Provide evidence of mandatory education on an annual basis;

· Exhibit flexibility, credibility, commitment and enthusiasm for the staff and organisation;

· Maintain an active professional development program by participation in relevant courses / workshops; and

· Maintain a work environment conducive to professional practice.

Teamwork and Communication:

· Organise meetings, catering for meetings / functions required by the Nursing Division or as directed by Executive staff within the organisation;
· Use effective communication skills that enhance collaborative work;

· Work cooperatively with other administrative staff seeking to enhance communication and a team approach to work;

· Liaise regularly with the DON, DDON and OM;

· Provide assistance as requested by the Executive Assistant to the Executive Support Team. 

· Make informed decisions confidently and use problem solving techniques when required;

· Liaise with other staff and all departments to achieve common goals and promote good working relationships;

· Maintain a flexible approach to work demands; and

· Willingly undertake training and work between all administration positions within the Executive area as required.

Customer Service:

· Promote good interpersonal relationships both within the organisation and to external customers;

· Comply with and promote the Albury Wodonga Health Code of Conduct;

· Ensure that confidentiality and privacy for consumers both internal and external is maintained;

· Provide telephone response as appropriate when Nurse Administration (or other Executives) are absent or otherwise unavailable; and

· Demonstrate at all times a high commitment to customer service.

Documentation and Administration:

· Provide orderly establishment, maintenance and retrieval of filed information e.g. minutes, agreements, contracts, letters;

· Provide timely agendas and minutes for Nursing Division meetings and specific Wodonga Hospital meetings for Executive;

· Provide word processing for DON, DDON, OM and other Executives if required;

· Plan and schedule Committee meetings and working parties relevant to Nursing Division;

· Keep and update the calendars for the DON, DDON, OM and other Executives if required;

· Present all correspondence, memos and reports etc. for DON, DDON, OM and Executives if required in a professional manner;

· Maintain databases as required for Nursing Division;

· Organise travel and conference arrangements;

· Maintain an orderly filing system for Nursing Administration and maintain filing on a daily basis;

· Create forms, brochures etc. when required for Nursing Division;

· Prepare documentation for internal and external meetings as directed for DON and DDON;

· Develop and maintain a written Administrative Assistant procedures according to Albury Wodonga Health format and process approval; and

· Provide the co-ordination of small projects as directed.

Continuous Quality Improvement:

· Promote and participate in Quality Improvement activities;

· Recognise the need for cost maintenance and minimisation;
· Be aware of and participate in requirements for the Accreditation process;
· Participate in the ongoing development, revision and implementation of policies and procedures;
· Attend mandatory education relative to the role including Manual Handling;
· Adhere at all times to the AWH Occupational Health & Safety policies and procedures and comply with employee responsibilities as identified in the Occupational Health & Safety Act 2005 (as amended);
· Adhere at all times to Infection Control policies and Hand washing procedures;
· Recommend to the DON or DDON, resources or approaches required to maintain and further develop effective administration practices and systems; and
· Participate in mandatory education as it relates to the specific roles and responsibilities.
These include:

-  Fire and Evacuation
-  Manual Handling

-  Infection Control

Specific Delegations:

Nil
Performance Appraisal:

Review of performance at six months from commencement and annually thereafter.
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SELECTION CRITERIA





Administrative Assistant





MANDATORY CRITERIA


Demonstrated and maintained highly developed keyboard and computer skills in Microsoft Word, Excel and Outlook.





KEY SELECTION CRITERIA


KSC1	Demonstrated office administration skill.  Including not limited to: appointment scheduling; telephone reception; word processing; preparation of accurate reports; data management; maintenance of filing systems; and general office systems and procedures. 


KSC2	Adaptable to change, able to explore new ways of working in line with developments in technology, service delivery and funding requirements.


KSC3	Demonstrated competence in dealing with the public and able to make decisions in responding to customer needs.


KSC4	Well developed interpersonal and communication skills which promote service and staff interests.


KSC5	Ability and willingness to undertake training and development.


KSC6	An understanding of the importance of policies / procedures and other written records within an organisational structure.


KSC7	Excellent communication skills.


KSC8	Highly developed time management and organisational skills including the ability to manage competing priorities. 
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