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	POSITION TITLE
	Population Health Administration Officer

	STAFFLINK Position No.
	622343

	Cost centre
	421033

	multi-award?
	No
	Award/s
	Health Employees' Administrative Staff (State) Award 2022

	position classification
	AO4

	job category
	

	job classification
	

	VACCINATION CATEGORY
	Category B
	pre-employment screening CHECKS
	Working With Children and National Criminal Record Check
	RESPONSIBLE TO
	Divisional Support Coordinator

	RESPONSIBLE FOR
	Nil

	Primary purpose OF THE ROLE
	The Administration Officer provides high level administrative and office support services to the Director, Population Health, Health Promotion Team, and other staff of the Population Health Division as required, whilst ensuring all tasks undertaken are managed in a timely manner.

The Administration Officer also performs the receptionist duties for the Population Health Building, Lemongrove, including responding to enquiries from the public and NSW Health staff.

	KEY Accountabilities
 (Maximum of 8)
	1. Provide high level secretarial and administrative support to the Director, Population Health, Health Promotion Team and Population Health Division, including but not limited to:
· Provide IT support for Population Health, Lemongrove.
· Review incoming mail, including to the shared email address, and action or refer as required.
· Provide support services in a timely, customer-focused and resource effective manner.
· In consultation with the Divisional Support Coordinator, coordinate and create reports and supporting documentation to support functional requirements for the Director, Population Health.
· Coordinate and maintain Content Manager documentation for the Director, Population Health and Health Promotion team.
· Organise travel arrangements (including accommodation and flights) for staff of the Population Health Division, Lemongrove.
· Coordinate and organise programs, events, meetings or workshops as directed, including   booking   of   suitable   venues, arranging   audio   visual equipment, catering etc.
· Organisation of Population Health Meetings and Lemongrove Campus Meetings including minute taking, distribution of agendas, assisting with follow-up of action plans with the Divisional Support Coordinator.
· In conjunction with the Divisional Support Coordinator, manage physical building requirements such as routine maintenance, and liaison with other services on campus.

	
	2. Administer systems and processes to support staff matters for Lemongrove Population Health Building staff, including but not limited to:
· Accurately processing payroll input into Health Roster for Population Health Lemongrove staff
· Ensuring authorised SARA leave forms are provided to support HealthRoster entries
· Assisting with ‘onboarding’ of new staff to Population Health, Lemongrove.

	
	3. Managing the office needs and providing reception services for the Lemongrove Population Health Building, including but not limited to:
· Management of the shared Population Health email address
· Answering phone calls and responding to face-to-face enquiries from NSW Health staff and members of the public
· Ordering of stationery and other supplies
· Managing and maintaining office equipment – laptops, AV equipment, copiers etc. 
· Managing room bookings
· Managing fleet vehicle bookings and associated fleet duties such as submission of monthly running sheets and coordinating vehicle servicing
· Maintaining the Population Health asset register
· Maintaining other departmental databases as required.


	
	4. Providing administrative support to the Health Promotion team in the delivery of the Health Promotion programs, including but not limited to:
· Performing office duties such as document preparation, data entry, and delivery of resources as required
· Facilitating and recording program leader checks such as vaccination status checks, insurance status and first aid and CPR certifications.
· Sourcing venues and making bookings
· Setting up and maintaining electronic databases as required
· Processing invoices for program facilitators and resource procurement through iProcurement/Oracle as required 

	
	5. Any other duties as required or directed by manager.

	
	

	
	

	
	

	OTHER REQUIREMENT  (Mandatory for all PDs)
	Safety and quality statement
Fulfil the safety and quality accountabilities of the role to ensure the delivery of safe, high-quality care in line with the NBMLHD Clinical Governance Framework. 
Training
Comply with and participate in the organisation’s training programs and policies, including satisfactory completion of all mandatory training.

	key challenges
(Maximum of 3)
	Working as part of a large and diverse team with many competing demands.

	
	Managing competing priorities and timeframes within designated resources.

	
	

	KEY INTERNAL RELATIONSHIPS
(Maximum of 3)
	WHO
	WHY

	
	Divisional Support Coordinator
	Line Manager. Responsible for the oversight and direction of the Administration Officer activities.

	
	Director, Population Health and Population Health Building managers and team members
	Administration Officer provides administrative and office support to managers and team members based at the Lemongrove Population Health Building.

	
	Population Health managers and team members based off-campus
	To work collaboratively and support the Population Health Division to meet its business outcomes.



	KEY External RELATIONSHIPS
(Maximum of 2)
	WHO
	WHY

	
	Service, security and maintenance providers
	Providers of services that maintain the proper and secure functioning of the Population Health building and the Lemongrove Campus. 

	
	
	

	
Selection criteria

(Maximum of 8)
	1. Demonstrated highly developed skills and experience in administrative and secretarial work, including reception duties, minute taking and effective customer service.

	
	2. Demonstrated high-level interpersonal, oral and written communication skills.

	
	3. Demonstrated experience in using MS Office 365 (Word, Excel, Outlook, Teams and SharePoint) and other NSW Health Systems such as Content Manager, Oracle, Stafflink, and HealthRoster.

	
	4. Demonstrated ability to work independently and as part of a multi-disciplinary team to deliver agreed outcomes. 

	
	5. Highly developed time management and organisation skills, including a demonstrated ability to prioritise and co-ordinate daily tasks in a high-volume, demanding environment.

	
	6. Demonstrated problem solving skills and effective use of initiative.

	
	7. Current unrestricted licence to drive in NSW with the ability to drive for work purposes.

	
	









	TABLE  2 – JOB DEMANDS

	

	 Physical Demands 
	Frequency

	*Respirator use – wearing of a respirator, to ensure protection against expose to respiratory pathogens/ hazardous materials
	Not applicable
	Sitting - remaining in a seated position to perform tasks 
	Frequent
	Standing - remaining standing without moving about to perform tasks 
	Infrequent
	Walking - Floor type: even / uneven / slippery, indoors / outdoors, slopes 
	Occasional
	Running - Floor type: even / uneven / slippery, indoors / outdoors, slopes 
	Not applicable
	Bend/Lean Forward from Waist - Forward bending from the waist to perform tasks 
	Not applicable
	Trunk Twisting - Turning from the waist while sitting or standing to perform tasks 
	Not applicable
	Kneeling - remaining in a kneeling posture to perform tasks 
	Not applicable
	Squatting / Crouching - Adopting a squatting or crouching posture to perform tasks 
	Not applicable
	Leg / Foot Movement - Use of leg and / or foot to operate machinery 
	Not applicable
	Climbing (stairs/ladders) - Ascend / descend stairs, ladders, steps 
	Infrequent
	Lifting / Carrying - Light lifting & carrying: 0 - 9 kg 
	Occasional
	Lifting / Carrying - Moderate lifting & carrying: 10 - 15 kg 
	Infrequent
	Lifting / Carrying - Heavy lifting & carrying: 16kg & above 
	Not applicable
	Reaching - Arms fully extended forward or raised above shoulder 
	Not applicable
	Pushing / Pulling / Restraining - Using force to hold / restrain or move objects toward or away from the body 
	Infrequent
	Head / Neck Postures - Holding head in a position other than neutral (facing forward) 
	Not applicable
	Hand & Arm Movements - Repetitive movements of hands and arms 
	Frequent
	Grasping / Fine Manipulation - Gripping, holding, clasping with fingers or hands 
	Occasional
	Work At Heights - Using ladders, footstools, scaffolding, or other objects to perform work 
	Not applicable
	Driving - Operating any motor powered vehicle 
	Occasional
	Sensory Demands
	Frequency

	Sight - Use of sight is an integral part of work performance e.g. Viewing of X-Rays, computer screens 
	Constant
	Hearing - Use of hearing is an integral part of work performance e.g. Telephone enquiries 
	Frequent
	Smell - Use of smell is an integral part of work performance e.g. Working with chemicals
	Not applicable
	Taste - Use of taste is an integral part of work performance e.g. Food preparation
	Not applicable
	Touch - Use of touch is an integral part of work performance
	Not applicable
	Psychosocial Demands
	Frequency

	Distressed People - e.g. Emergency or grief situations 
	Occasional
	Aggressive & Uncooperative People - e.g. drug / alcohol, dementia, mental illness 
	Not applicable
	Unpredictable People – eg dementia, mental illness, head injuries
	Not applicable
	Restraining - involvement in physical containment of patients / clients
	Not applicable
	Exposure to Distressing Situations - e.g. Child abuse, viewing dead / mutilated bodies
	Not applicable
	Environmental Demands
	Frequency

	Dust - Exposure to atmospheric dust 
	Not applicable
	Gases - Working with explosive or flammable gases requiring precautionary measures 
	Not applicable
	Fumes - Exposure to noxious or toxic fumes 
	Not applicable
	Liquids - Working with corrosive, toxic or poisonous liquids or chemicals requiring PPE 
	Not applicable
	Hazardous substances - e.g. Dry chemicals, glues 
	Not applicable
	Noise - Environmental / background noise necessitates people raise their voice to be heard 
	Occasional
	Inadequate Lighting - Risk of trips, falls or eyestrain 
	Not applicable
	Sunlight - Risk of sunburn exists from spending more than 10 minutes per day in sunlight 
	Not applicable
	Extreme Temperatures - Environmental temperatures are less than 15C or more than 35C 
	Not applicable
	Confined Spaces - areas where only one egress (escape route) exists 
	Not applicable
	Slippery or Uneven Surfaces - Greasy or wet floor surfaces, ramps, uneven ground 
	Not applicable
	Inadequate Housekeeping - Obstructions to walkways and work areas cause trips and falls 
	Not applicable
	Working At Heights - Ladders / stepladders / scaffolding are required to perform tasks 
	Not applicable
	Biological Hazards - e.g. exposure to body fluids, bacteria, infectious diseases
	Not applicable
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TABLE 3 - CAPABILITIES FOR THE ROLE
The NSW Public Sector Capability Framework describes four main groups of capabilities: personal attributes, relationships, results and business enablers and people management. Combined with occupation-specific qualifications and skills they provide a clear picture of the capabilities required to fulfil the role’s purpose and functions.  Focus capabilities are the capabilities considered the most important for effective performance in a role. These capabilities will be assessed at recruitment. 
CAPABILITIES REQUIRED FOR THE ROLE 
	PSC Capability Group
	Tick if a Focus Capability
	Capability
	Competency Level Required 
Read the PSC behavioural indicators for each level for the listed capabilities before selecting a level.

	[image: ]

	☐
	Display Resilience and Courage
	☐ N/A
	 Foundational
	☐ Intermediate
	☐ Adept
	☐ Advanced
	☐ Highly Advanced

	
	
	Act with Integrity
	☐ N/A
	 Foundational
	☐ Intermediate
	☐ Adept
	☐ Advanced
	☐ Highly Advanced

	
	☐
	Manage Self
	☐ N/A
	 Foundational
	☐ Intermediate
	☐ Adept
	☐ Advanced
	☐ Highly Advanced

	
	
	Value Diversity
	☐ N/A
	 Foundational
	☐ Intermediate
	☐ Adept
	☐ Advanced
	☐ Highly Advanced
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	☐
	Communicate Effectively
	☐ N/A
	 Foundational
	☐ Intermediate
	☐ Adept
	☐ Advanced
	☐ Highly Advanced

	
	
	Commitment to Customer Service
	☐ N/A
	 Foundational
	☐ Intermediate
	☐ Adept
	☐ Advanced
	☐ Highly Advanced

	
	
	Work Collaboratively
	☐ N/A
	 Foundational
	☐ Intermediate
	☐ Adept
	☐ Advanced
	☐ Highly Advanced

	
	☐
	Influence and Negotiate
	☐ N/A
	 Foundational
	☐ Intermediate
	☐ Adept
	☐ Advanced
	☐ Highly Advanced
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	Deliver Results
	☐ N/A
	 Foundational
	☐ Intermediate
	☐ Adept
	☐ Advanced
	☐ Highly Advanced

	
	☐
	Plan and Prioritise
	☐ N/A
	 Foundational
	☐ Intermediate
	☐ Adept
	☐ Advanced
	☐ Highly Advanced

	
	
	Think and Solve Problems
	☐ N/A
	 Foundational
	☐ Intermediate
	☐ Adept
	☐ Advanced
	☐ Highly Advanced

	
	☐
	Demonstrate Accountability
	☐ N/A
	 Foundational
	☐ Intermediate
	☐ Adept
	☐ Advanced
	☐ Highly Advanced
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	☐
	Finance
	☐ N/A
	 Foundational
	☐ Intermediate
	☐ Adept
	☐ Advanced
	☐ Highly Advanced

	
	
	Technology
	☐ N/A
	☐ Foundational
	 Intermediate
	☐ Adept
	☐ Advanced
	☐ Highly Advanced

	
	
	Procurement and Contract Management
	☐ N/A
	☐ Foundational
	 Intermediate
	☐ Adept
	☐ Advanced
	☐ Highly Advanced

	
	☐
	Project Management
	☐ N/A
	 Foundational
	☐ Intermediate
	☐ Adept
	☐ Advanced
	☐ Highly Advanced



        CAPABILITIES REQUIRED FOR THE ROLE

	PSC Capability Group
	Tick if a Focus Capability
	Capability
	Competency Level Required 
Read the behavioural indicators for each level for the listed capabilities before selecting a level.
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	☐
	Manage and develop people
	 N/A
	☐ Foundational
	☐ Intermediate
	☐ Adept
	☐ Advanced
	☐ Highly Advanced

	
	☐
	Inspire direction and purpose
	 N/A
	☐ Foundational
	☐ Intermediate
	☐ Adept
	☐ Advanced
	☐ Highly Advanced

	
	☐
	Optimise business outcomes
	 N/A
	☐ Foundational
	☐ Intermediate
	☐ Adept
	☐ Advanced
	☐ Highly Advanced

	
	☐
	Manage Reform and Change
	 N/A
	☐ Foundational
	☐ Intermediate
	☐ Adept
	☐ Advanced
	☐ Highly Advanced



          N/A – Not Applicable




	FORM SUBMISSION

	Recruitment & Transactions
NBMLHD-Recruitment@health.nsw.gov.au
Telephone: 02 4734 3777 – Select “Option 1”




Recruitment and & Transaction Use Only
	Audited and approved by HRBP
	Name
	Date

	
	
	



	R&T Officer uploaded pd onto rob
	Name
	Date
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