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POSITION DESCRIPTION

Position Title:


Administrative Officer

Reporting To:


Nurse Unit Manager, Emergency Department

Department:


Emergency Department

Position Size:


as per appointment letter

Functional Relationships:

Internal:
Nurse Unit Manager

External:
Patients and their families/whanau



Medical staff




Other outside service Users / Providers



Medical Records




GP’s




SDHB Management



Other Hospitals



Administrative colleagues within Southland District Health Board 



Other Southland District Health Board Staff

Primary Objective:

To deliver quality typing, administrative and reception services in a timely and efficient manner, ensuring Southland District Health Board’s policies, procedures and standards of practice are met.

	Area of Responsibility
	Performance Measures

	Manage the reception area and provide administration services
	· Maintain good public relations with the public, and answer all telephone calls and front desk enquiries in a pleasant courteous manner.

· Receive patients for examination/treatment following injury, poisoning, trauma or emergency, and input data into the Patient Management System.

· Receive and direct clients going straight through to the wards after inputting admissions details into the computer.

· Communicate with public and agencies as required and appropriate e.g. Poisons database, interpreters, insurance providers.

· Liaise between nursing/medical/clerical personnel as necessary regarding client admissions to Emergency Department and/or wards, and or transfers to other hospitals.

· Act as after hours admitting office / dispatch and collection point as required.

· Partially prepare and/or facilitate completion of various forms as necessary, e.g. ACC, insurance claims and medical certificates etc.

· Arrange clients follow‑up referrals for attendance at clinics etc., as directed by medical/nursing staff.

· Demonstrate a pleasant, accepting and helpful attitude in his/her interactions with clients and staff.

· Recognise that public are entitled to consideration and respectful care without prejudice against sex, ethnic background, lifestyle, education and religion.

· Communicate accurate information within stated time-frames to appropriate areas.

	Typing and Administration duties
	· Use information system’s accurately and according to established procedures, i.e. PMS, Microsoft Systems

· Undertake typing duties as required including copy typing as directed by Nurse Unit Manager. 

· Undertake photocopying, faxing, mail duties and stock requisition when necessary.

	Records and Information Management
	· Retrieve medical records in accordance with administration procedure manual for incoming patients by using Patient Management System tracking system to identify location, e.g., Medical Records, Secretaries Offices, etc. and update and merge documents as necessary.  Ensure patient information details are updated and accurate.

· Be responsible for maintaining files in order, including tracking files and keeping in order of clients currently undergoing treatment, and also discharged cases. 

· File, sort and distribute reports and recordings, e.g. pathology, x‑ray etc. 

· Utilise management information technology to develop and maintain accurate information resources and co-operate with the Manager, Information Technology to provide data as requested.

· Act as MRD after hours dispatching documents to other hospitals, police, NR medical/travel companies as per administration procedures, ensuring correct documentation has been completed for urgent requests.

· Maintain up to date CPAP and Dom.  Oxygen reports for use in civil defence emergencies.


	Quality Assurance
	· Work and actively participate in the Southland District Health Board Quality Assurance program, providing a vehicle and focus for continuing quality enhancement and excellence in practice; and undertake quality assurance audits as required by the Nurse Unit Manager.

	Maintain good communication and interpersonal relationships within SDHB
	· Be directed by and communicate with the Nurse Unit Manager to ensure effective service delivery.

· Undertake work overflow from other services as requested by the Nurse Unit Manager as the workload allows.

· Demonstrate individual responsibility and maintain accountability for own work practice.

· Recognise that colleagues are entitled to consideration and respectful care without prejudice against sex, ethnic background, lifestyle, education and religion.

· Demonstrate a pleasant, accepting and helpful attitude in his/her interactions with patients and staff.

· Prioritise work to ensure efficient service delivery within the Emergency Department.

	Actively uphold Southland District Health Board’s philosophy, policies and procedures
	· Ensure all policies, procedures and standards of practice of Southland District Health Board, relevant Acts, Regulations and Employment Contracts and statutory obligations are adhered to, within the principles of Equal Employment Opportunity and the Treaty of Waitangi.

· Be subject to the overall direction of Southland District Health Board.

	Perform such other duties as may be reasonably required by the Nurse Unit Manager
	· Perform other such duties as may be reasonably required by the Nurse Unit Manager.

	Occupational Health and Safety
	· Observe and practice safe work methods using safety equipment where it is provided, and report unsafe working conditions or equipment to the Nurse Unit Manager.


Personal Qualities, Qualifications And Experience:

	
	Essential
	Preferred/Desirable

	Education
	· Minimum of three years secondary school education.
	· Previous experience in a hospital environment

	Experience and Knowledge
	· Competent user of MS software.

· Must have previous reception experience.
	· Pitman’s or equivalent typing qualification.

	Specific Skills and Personal Qualities
	· Ability to effectively communicate verbally and in writing with a variety of people.

· Ability to carry out administrative tasks and follow written instructions to a high standard.

· Be able to organise and prioritise work to meet deadlines.

· Ability to use initiative in response to changed situations.
	· Be conversant with Medical terminology

· A good knowledge of local geography

	
	· Be able to cope under pressure.

· Have a positive attitude to authority.

· Good interpersonal skills and demonstrated ability to work as part of a team.

· Well presented.

· Mature, professional approach to work.
	


Remuneration Specification:

SDHB/NZNO ADMINISTRATIVE EMPLOYEES COLLECTIVE EMPLOYMENT AGREEMENT

Effective 01/07/2008

	
	
	Step 1
	Step 2
	Step 3
	Step 4
	Merit1
	Merit2

	 Admin Officer 3
	$34,828
	$36,581
	$38,335
	$39,544
	$40,808
	$42,069


Agreed by:


 (Job Holder’s Signature)


 (Employer’s Signature)


 Date
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