




Position Description

	POSITION TITLE
	Executive Assistant - Integrated Care 

	REPORTS TO (TITLE)
	Anne Williams – Integrated Care Manager 
	DIRECT REPORTS (TITLE)
	Nil

	LOCATION
	Location negotiable within New England North West region, although preferably located in Narrabri.


	CLASSIFICATION
	Administrative Stream Level III. 
The New England, Barwon and North West Slopes Divisions of General Practice Enterprise Agreement 2010.


	COMPANY DESCRIPTION

	Vision – Healthy communities
Purpose – Creating better health for our communities. 


	POSITION DESCRIPTION

	This position reports to the Integrated Care manager. The Executive Assistant - Integrated Care  will assist the Integrated Care manager and Integrated Care team leaders (3) in the performance of their duties in the capacity of administrative assistance. In the current climate of increasing programs and demands from key stakeholders, this support will increase the efficiencies of the team to cope with the mounting pressures of increased activity and deadlines.




	KEY RESPONSIBILITIES


	· Provide high level secretarial, administrative and research assistance to the IC manager 
· Coordination of meetings: drafting agendas, preparing associated papers, taking and distributing papers, taking and distributing minutes, facilitate attendance via telecommunications where required. 
· Assist the IC Manager and team leaders with general administrative requirements as required including such duties as photocopying, filing, mail outs, faxing, collating and archiving.

· Assist the IC Manager and team leaders with computer applications including databases, word processing and other requirements as necessary.

· Assist the IC Manager and team leaders with the preparation of presentations (including creating power point presentations), briefing papers, reports and proposals as required.

· Receive, process and disseminate correspondence as required by the IC Manager. 
· Draft and prepare correspondence and reports for approval by the IC Manager.

· Manage the calendar of appointments on behalf of the IC Manager. 
· Assist the Narrabri office with general administrative duties, travel and accommodation bookings when the Administrative Officer is absent. This may include managing phone calls, receiving stakeholders, mail duties, and other.   
· Maintain accurate records of current IC team administrative processes and procedures.
· Contribute to the team effort of HealthWISE by assisting other staff as needs require and time permits

· Other duties where directed within the employees’ skill competence and training.

	WORK HEALTH AND SAFETY

	While at work, a worker must:

a) take reasonable care for his or her own health and safety, and

b) take reasonable care that his or her acts or omissions do not adversely affect the health and safety of other persons, and

c) comply, so far as the worker is reasonably able, with any reasonable instruction that is given by the person conducting the business or undertaking to allow the person to comply with the WH&S Act 2011, and

d) co-operate with any reasonable policy or procedure of the person conducting the business or undertaking relating to health or safety at the workplace that has been notified to workers.




	ROLE CRITERIA

	ESSENTIAL
	DESIRABLE

	· A relevant qualification combined with relevant administrative experience and on the job training, or demonstrated extensive administrative experience and technical expertise, or an equivalent alternate combination of relevant knowledge, training and/or experience relevant to the position.

· Demonstrated ability to plan, organise and prioritise work for self and the executive; this role is in an environment with multiple and conflicting demands

· Ability to maintain confidentiality and handle sensitive matters diplomatically and discreetly

· Demonstrated interpersonal skills and ability to exercise initiative and work both independently and cooperatively.

· Demonstrated high level skills in a range of computer software packages including the ability to effectively use word processing; data base and spread sheet packages, email and Internet relevant to the position.

· Demonstrated skills in the accurate and concise process of minute taking

· Demonstrated ability to draft and format complex written documents

· High level organisational skills including the ability to effectively prioritise workload and meet deadlines and to apply problem-solving skills relevant to this position

· Willingness and ability to work some flexible hours 
· Excellent communication &  interpersonal skills

· Demonstrated computer literacy

· Current unrestricted drivers licence
	· Understanding of the primary health care sector 
· Demonstrated ability to communicate sensitively and to effectively engage with Aboriginal people and Communities in a way that fosters mutual respect and regard. 
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