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	POSITION TITLE
	Business Manager Drug and Alcohol Service

	STAFFLINK Position No.
	TBC

	Cost centre
	CC252262 NS D&A Admin GEN

	classification
	Health Manager 03

	award
	Health Manager (State) Award

	registration/licence requirements
	Nil

	VACCINATION CATEGORY
	Category B
	pre-employment screening CHECKS
	National Criminal Record Check
	RESPONSIBLE TO
	Manager Operations, Governance and Quality, Drug and Alcohol Services (DAS)

	RESPONSIBLE FOR
	Nil

	Primary purpose OF THE ROLE
	The Business Manager is a member of the Drug and Alcohol management team and reports to the Manager Operations, Governance and Quality. The position is responsible for the financial management of all departments of the local service. The position will participate in the preparation, maintenance and evaluation of the local Business and Operational Plans. The position reports professionally to the Northern Sydney Local Health District Mental Health Drug and Alcohol (NSLHD MHDA) Management Accountant providing data and advice on financial, capital and other matters.

	KEY Accountabilities
 (Maximum of 8)
	Maintain detailed staff establishment records, review FTE Staffing reports each month and identify any issues with staffing. Distribute FTE data to DAS Executive and Cost Centre Managers. Verify Stafflink reports to ensure staff are allocated to the correct Cost Centres and Position Numbers. Review and verify all recruitment and Webreq requests and arrange for sign off by the Service Director. Provide Support for the use of HealthRoster. Meet regularly with Cost Centre Managers to ensure they are aware of Staffing and Financial reports and funding requirements.

	
	Develop budget worksheets for Goods, Services and Repairs, Maintenance and Renewals including Management of Capital works programmes in conjunction with the DAS Service Director and MHDA for all cost centres within the local service in collaboration with Cost Centre Managers and in consultation with the MHDA Management Accountant. Ensure that expenditure is progressed in accordance with Cash Flow.

	
	Responsible for the performance of the Service in relation to revenue, this includes opportunities for expansion and reporting on current process. Review, develop and implement audit processes for revenue collection in accordance with relevant policies and procedures. Provide Leadership for the implementation and management of Activity Based Funding. Promote Salary Packaging to staff. Conduct training for staff involved in revenue collection.

	
	Analyse and provide reports relating to the financial performance of the organisation to the relevant management on a monthly basis. Monitor expenditure and FTE Reports to identify variances and provide data with recommendations for improvement. Alalyse, report, and implement strategies to reduce expenditure on high cost goods and services. Participate in monthly MHDA Finance and Performance Decision Support Meeting. Develop, chair and participate in meetings as required	Comment by Elizabeth Penman (Northern Sydney LHD): Should this sit with AMH instead?	Comment by Kingsley Waterson (Northern Sydney LHD): Done

	
	Develop and maintain personal finance skills in relation to this role. Develop and maintain effective relationships with all internal and external stakeholders. Participate in the Accreditation process. 

	
	Participate in the preparation, maintenance and evaluation of the local Business and Operational Plans. 	Comment by Elizabeth Penman (Northern Sydney LHD): Do we want our BM doing this? If it's only 3 days a week… perhaps just leaving it with the first line about participating in the ops planning and eval, rather than the role having to develop it?	Comment by Kingsley Waterson (Northern Sydney LHD): Done

	
	In consultation with other Business Managers, the Management Accountant for MHDA and Workforce, develop, evaluate and implement a the MHDA training program for Cost Centre Managers for Financial and FTE Reporting. Focus on ROB, Oracle Requisitions, HealthRoster and Stafflink. Promote NSLHD Financial Management Leadership Course to Cost Centre Managers.

	
	As a leader you are expected to support the organisation achieve the aims of the safety management system, to maintain a positive health and safety culture in the workplace and to consult with workers and others when making decisions that may impact upon the health, safety and welfare of those in the workplace.	Comment by Elizabeth Penman (Northern Sydney LHD): Is this relevant to this BM position enough to be a key accountability?	Comment by Kingsley Waterson (Northern Sydney LHD): Yes - its sort of generic enough in a way - promote positivity and think through broader consequences

	key challenges
(Maximum of 3)
	Promotion of the MHDA Revenue Strategy and identification of any local revenue opportunities.

	
	Meeting the financial goals of the LHD, MHDA and the DAS in a period of tight fiscal management.

	
	Development of the cost centres into fully functioning entities that are also reflective of ABF requirements.

	KEY INTERNAL RELATIONSHIPS
(Maximum of 3)
	WHO
	WHY

	
	Manager Operations, Governance and Quality
	Direct reporting line, and operational manager. Escalate issues, keep informed, advise and receive instructions from the manager

	
	DAS Service Director, Executive team members
	Provide regular updates on DAS finances, issues and priorities.

	
	MHDA Management Accountant
	Escalate issues, strategically align with MHDA and NSLHD strategic priorities. Professional reporting line.




	KEY EXTERNAL RELATIONSHIPS
 (Maximum of 2)
	WHO
	WHY

	
	Ministry of Health and Audit Office of NSW
	Reporting of capital performance and funding issues to ministry of Health. Reporting of audit requirements and provision of required information to Audit Office of NSW.

	
	Non-Government Organisations if required.
	Collaborate on funding opportunities provided through the NSLHD DAS to NGO’s. 

	
Selection criteria

(Minimum of 3 maximum of 8)
	Consistently demonstrates behaviours that reinforce the CORE Values of our organisation; Collaboration, Openness, Respect and Empowerment. Demonstrates these behaviours with all stakeholders; colleagues, direct reports, as well as our patients and consumers, and those that care for them.

	
	Relevant tertiary qualification in Business Administration, Accounting or a related discipline or extensive experience that would meet the criteria to be a member of an Australian professional accounting body as well as a record of ongoing professional development.

	
	Proven experience in the development and implementation of business, strategic and operational plans as well as financial and workforce reports with associated advice/dialogue.

	
	Experience in Business operations including an understanding of the current challenges, issues, risks and major cost drivers impacting its' financial position.

	
	Well-developed issues management skills with the ability to apply sound judgement and work within tight deadlines in order to respond to sensitive and complex matters.

	
	Demonstrated skills in relationship management, conflict resolution, influencing and negotiating, mentoring, consulting and communicating, both orally and written.

	
	Highly developed IT skills including the use of EXCEL and Oracle and current NSW Drivers Licence.

	
	Proven record of achievement in change management, continuous improvement, planning and customer service principles including the management and running of administrative teams and associated procedures.





	
	JOB DEMANDS CHECKLIST

	The purpose of this checklist is to manage the risk associated with the position in relation to the occupant. It may be used to provide information about the position to a Health Professional required to perform a pre-employment medical assessment. Identification of possible risk can also assist with the development of a training plan for the occupant to ensure the risks are minimised.
Each position should be assessed at the site as to the incumbent’s (or future incumbent’s) OHS responsibilities specific to the position. This form is to be completed in consultation with the manager/supervisor of the position being recruited for.
Infrequent:		intermittent activity exists for a short time on a very infrequent basis
Occasional: 		activity exists up to 1/3 of the time when performing the job
Frequent:    		activity exists between 1/3 and 2/3 of the time when performing the job
Constant:         		activity exists for more than 2/3 or the time when performing the job
Repetitive:         		activity involved repetitive movements
Not Applicable: 		activity is not required to perform the job

	 Physical Demands 
	Frequency

	Sitting - remaining in a seated position to perform tasks 
	Infrequent
	Standing - remaining standing without moving about to perform tasks 
	Constant
	Walking - Floor type: even / uneven / slippery, indoors / outdoors, slopes 
	Occasional
	Running - Floor type: even / uneven / slippery, indoors / outdoors, slopes 
	Occasional
	Bend/Lean Forward from Waist - Forward bending from the waist to perform tasks 
	Frequent
	Trunk Twisting - Turning from the waist while sitting or standing to perform tasks 
	Frequent
	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 
	Infrequent
	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 
	Not applicable
	Head / Neck Postures - Holding head in a position other than neutral (facing forward) 
	Infrequent
	Hand & Arm Movements - Repetitive movements of hands and arms 
	Not applicable
	Grasping / Fine Manipulation - Gripping, holding, clasping with fingers or hands 
	Not applicable
	Work At Heights - Using ladders, footstools, scaffolding, or other objects to perform work 
	Not applicable
	Driving - Operating any motor powered vehicle 
	Infrequent
	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 
	Constant
	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 
	Infrequent
	Aggressive & Uncooperative People - e.g. drug / alcohol, dementia, mental illness 
	Infrequent
	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 
	Not applicable
	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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