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UNCLASSIFIED 

UNCLASSIFIED 
Canberra Health Services (CHS) is focussed on the delivery of high quality, effective, person-centred care. We provide acute, sub-acute, primary, and community‐based health services, to the Australian Capital Territory (ACT) and surrounding regions. More information can be found on the CHS website.
Our Vision: creating exceptional health care together
Our Role: to be a health service that is trusted by our community
Our Values: Reliable, Progressive, Respectful and Kind

[bookmark: _Hlk12357364][bookmark: _Hlk12356572]POSITION OVERVIEW
ACT Pathology is a division of the Canberra Health Services with laboratories located at both the Canberra and North Canberra Hospital operating 24 hours, 7 days a week all year round and Collection Centres located at seven other sites. Pathology provides diagnostic and consultative services to medical specialists and general practitioners and their patients in hospital and in the community. As part of Canberra health Services staff are able to access salary Packaging with many options that provide full fringe benefits tax concessions.
Pre-Analytics, ACT Pathology is the primary liaison between patient, clinician, and laboratory. Customer Services is responsible for the collection of pathology samples from patients within the Canberra, North Canberra, University of Canberra, and National Capital Private Hospitals. Customer Services operates eight outpatient collection centres within hospitals and the community as well as a home collection service for those that are too frail to attend an outpatient room.  
Under direction of the Customer Services Manager and the Senior Supervisor Pathology Collections you will be required to perform collection procedures working across all sites, perform reception duties, data entry, stock maintenance and a liaison role with patients and clinicians.
Customer Services operates Monday to Sunday between the hours of 6:30am to 5:30pm. However, there may occasionally be a requirement to work outside these routine days due to public holidays and operational requirements.


DUTIES
Under limited direction of the Customer Services Manager, you will perform pathology collections, reception duties, data entry, and stock maintenance.
You will:
1. Perform pathology specimen collections (including but not limited to: venepuncture, swab and fungal scrapings etc) whilst adhering to the standard ISO 15189 Medical Laboratories – Requirements for quality and competence as documented in the procedures of ACT Pathology and Canberra Health Services. 

2. Prepare pathology specimens for transport adhering to National Pathology Accreditation Advisory Council (NPAAC) Guidelines as documented in the procedures of ACT Pathology. 

3. Perform reception duties by attending to outpatients and telephone enquiries. Liaising with clinicians and laboratory staff when required.  

4. Perform data entry of patient requests ensuring accurate entry of all relevant data. Ensure competency utilising eOrder collection. 

5. Ensure an understanding and commitment to continuous quality improvement and customer service. Maintaining privacy and confidentiality of patient and laboratory information.

6. Stock maintenance, ensuring consumables are in date and prepare store orders for customers.

7. Commitment to perform duties in any of the customer service sites and participate in weekend roster as required operationally. 

8. Undertake other duties appropriate to this level of classification which contribute to the operation of the organisation.

ABOUT YOU
CHS is committed to workforce diversity and to creating an inclusive workplace. As part of this commitment, we welcome applications from all diversity groups. Aboriginal and Torres Strait Islander peoples, people with disability and people who identify as LGBTQIA+ are particularly encouraged to apply.
Behavioural Capabilities
· Ability to work in a team environment.
· Good written and oral communication skills and the ability to liaise with a diverse range of clients.
· Adaptability and flexibility to accommodate change and provide responsive services to meet clients’ needs.
· Self-motivated.
Position Requirements / Qualifications
Mandatory 
· Relevant Certificate III in Pathology Collection or other approved qualification with a minimum of twelve months venepuncture experience. 
· [bookmark: _Hlk75187923]Have an understanding of the National Association of Testing Authorities (NATA) accreditation requirements. 
· The successful applicant will need to be available for occasional weekend and public holiday shifts and is expected to be available during school holiday periods. 
· [bookmark: _Hlk103937571][bookmark: _Hlk107404280]CHS is leading the drive to digitally transform health service delivery in Australia through the implementation of a territory wide Digital Health Record. Computer literacy skills are required which are relevant to this role as you will be responsible for completing required documentation and becoming a proficient user of the Digital Health Record and/or other Information Technology systems; once proficient, you will need to remain current with changes, updates and contingencies. 
Desirable
· A current Australian driver’s licence is highly desirable.
· Have an understanding of how the National Safety and Quality Health Service (NSQHS) indicators align with this role.
· Fulfil the responsibilities of this role in alignment to the CHS Exceptional Care Framework, Clinical Governance Framework, Partnering With Consumers Framework and all other related frameworks.
Please note prior to commencement successful candidates will be required to: 
· Undergo a pre-employment National Police Check.
· Supply certified copy of all qualifications.
· Comply with Canberra Health Services Occupational Assessment, Screening and Vaccination (OASV) policy.
WHAT YOU REQUIRE
These are the key selection criteria for how you will be assessed in conjunction with your resumé and experience.  
1. Proven ability in blood collection from both adults and children using venepuncture and capillary techniques, including knowledge of tubes, additives, orders of draw and special handling requirements for blood collections. 

1. Detailed knowledge and experience in collection of other pathology samples, for example (but not limited to) swabs, urines, and fungal scrapings. 

1. Experience in data entry and the use of computer programs and laboratory information systems with high level of keyboard skills. 

1. Proven ability to manage and prioritise workflow and perform consistently at a high level in regard to accuracy and attention to detail, including knowledge and understanding of privacy and confidentiality legislation as it pertains to health information. 

1. Demonstrates understanding of, and adherence to, safety and quality standards, work, health, and safety (WH&S) and the positive patient experience. Displays behaviour consistent with CHS’s values of reliable, progressive, respectful, and kind.
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WORK ENVIRONMENT DESCRIPTION
The following work environment description outlines the inherent requirements of the role and indicates how frequently each of these requirements would need to be performed. Please note that the ACT Public Service is committed to providing reasonable adjustments and ensuring all individuals have equal opportunities in the workplace. 
	
	ADMINISTRATIVE
	FREQUENCY

	Telephone use
	Frequently
	General computer use
	Frequently
	Extensive keying/data entry
	Frequently
	Graphical/analytical based
	Occasionally
	Sitting at a desk
	Occasionally
	Standing for long periods 
	Frequently


	
	TRAVEL
	FREQUENCY

	Frequent travel – multiple work sites
	Occasionally
	Frequent travel – driving 
	Occasionally



	
	PSYCHOSOCIAL DEMANDS 
	FREQUENCY

	Distressed People e.g. Emergency or grief situations
	Occasionally
	Aggressive & Uncooperative People e.g. drug / alcohol, dementia, mental illness
	Occasionally
	Unpredictable People e.g. Dementia, mental illness, head injuries
	Occasionally
	Restraining e.g. involvement in physical containment of clients/consumers
	Never
	Exposure to Distressing Situations e.g. Child abuse, viewing dead / mutilated bodies; verbal abuse; domestic violence; suicide
	Never


	
	SPECIFIC HAZARDS 
	FREQUENCY

	Working at heights 
	Never
	Exposure to extreme temperatures 
	Never
	Operation of heavy machinery e.g. forklift
	Never
	Confined spaces
	Never
	Excessive noise
	Never
	Low lighting
	Never
	Handling of dangerous goods/equipment e.g. gases; liquids; biological. 
	Frequently
	Slippery or uneven surfaces
	Never



	
	PHYSICAL DEMANDS
	FREQUENCY

	Distance walking (large buildings or inter-building transit)
	Occasionally
	Working outdoors 
	Never


	

	
	MANUAL HANDLING 
	FREQUENCY

	Lifting 0 – 9kg
	Occasionally
	Lifting 10 – 15kg
	Occasionally
	Lifting 16kg+
	Occasionally
	Climbing
	Never
	Running
	Never
	Reaching
	Occasionally
	Kneeling
	Occasionally
	Foot and leg movement
	Occasionally
	Hand, arm and grasping movements 
	Occasionally
	Bending/squatting
	Occasionally
	Bend/Lean Forward from Waist/Trunk twisting
	Occasionally
	Push/pull
	Occasionally
	Sequential repetitive movements in a short amount of time
	Occasionally
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