
SCHEDULE THREE - POSITION DESCRIPTION

Position Title Jef Executive Officer (CEO)

Location Surry Hills, NSW

Employment Status Fill-time

Position Reports To e Chair per son of the Goal cl

Positions Responsible Eor

Date of Approval

Organisational Context / Environment

The Aboriginal Health & Medical Research Council of New South Wales ( AH&MRC ) is the peak representative body
and voice of Aboriginal communities on health in NSW. We represent our members , the Aboriginal Community
Controlled Health Services (ACCHS) that deliver culturally appropriate comprehensive primary health care to their
communities.

Aboriginal Community Control has its origins in Aboriginal people's right to self-determination. This is the right to be
involved in health service delivery and decision-making according to the protocols or procedures determined by
Aboriginal communities based on the Aboriginal definition of health:

Aboriginal health means not just the physical well-being of an individual but... the social, emotional and cultural
wellbeing of the whole Community in which each individual is able to achieve their full potential as a human being
thereby bringing about the total wellbeing of their Community. It is a whole of life view and includes the cyclical
concept of life-death-life.

The AH&MRC is governed by a Board of Directors who are Aboriginal people elected by our members on a regional
basis. We represent and support our members and their communities on Aboriginal health at state and national
levels

Purpose of Position

The CEO will be responsible to the Board of Directors (the 'Board') for implementing strategic and operational policy
and for the continued growth and viability of the organisation. The primary purpose of the role is to develop and
grow the organisation's services to members and to provide strategies and advice to the Board. In addition, the
position is accountable for managing the day-to-day operations of all business units and operating in the best interests
of members.

The position also performs the function of Company SE to the Board of AH&M

Duties and Responsibilities

Chief Executive Officer Functions:

The CEO is responsible for providing strategic advice and implementation initiatives, as well as the day-to-day
operations of all business units. In order to achieve this, the CEO must participate in governance, operational,
strategic, people management and reporting requirements.

Governance:

• Coordinate the Board Meeting Calendar, Agendas, Documentation and Board Meetings and other governance /

secretariat services as required.

• Coordinate the AH&MRC Membership processes including identifying strategies for membership programs as
required.

• Act in accordance with the authority delegated by the Chairperson and the Board of Directors in all duties.

Operational:
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• Directs and is fully responsible for the operations of all business units of AH&MRC working closely with the Chief
Operating Officer in overseeing the day-to-day running of AH&MRC.

• Exercise formal authorities in accordance with delegations from the Board.
• Develop and maintain communication systems (both sharing and receiving information) with all stakeholders

throughout AH&MRC, including but not limited to the Board, Management Team, Staff, External Advisors and
Suppliers.

• Ensure policy and procedures are implemented, reviewed and updated in relation to administration, HR, finance,
operational practices and any other identified areas for compliance.

• Establish and maintain relationships with external bodies and represent AH&MRC on a number of committees
and other public forums.

• Promoting Aboriginal Community Controlled Health Services as the preferred model for the delivery of
comprehensive culturally appropriate primary health care to the Aboriginal community.

Strategic:

• Develop action plans and programmes aimed at achieving AH&MRC's short and medium term goals and
objectives as outlined in the Strategic Plan, whilst ensuring adherence to organisational values.

• Lead the strategic planning process of AH&MRC.
• Planning and managing financial, physical and human resources to ensure that the strategic objectives of the

organisation are met and risks are identified and minimised.

Financial Management:

• Responsible for the overall profitability, future development and growth of the organisation within the scope of
this role.

• Responsible for working closely with the Chief Financial Officer and overseeing the actual financial accounts,
budgets and reporting to ensure relevance and accuracy.

• Developing strategy and coordinating fund raising activities.

People Management:

• Direct and co-ordinate the management team, ensuring organisational and individual goals are achieved.

• Supervise, support and develop the management team, including performance planning and review, to enable the
team to meet its identified goals.

• Participate in the recruitment processes and appointing of staff.
• Identify training and development needs of the management team as required including delivery of training and

orientation of staff.

Reporting:

• Establish control and evaluation methodologies to measure performance for reporting to the Board.
• Meet reporting requirements to the Board as directed on a regular basis.
• Liaise with the Board, and develop effective relationships, particularly with the Chairperson to ensure effective

communication, understanding and collaboration is achieved.

Company Secretary Functions:

The Company Secretary is responsible for the efficient administration of AH&MRC, particularly with regard to ensuring
compliance with statutory and regulatory requirements and for ensuring that decisions of the Board of Directors are
implemented.

• Ensure AH&MRC complies with relevant legislation and regulation.
• Ensure Board members are informed of their legal responsibilities and operate within the law.

• Act as AH&MRC's representative on legal documents.

• Communicate with members as necessary.
• Maintain company records such as lists of directors, shareholders and annual accounts to comply with legislative

frameworks.
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Please note that the responsibilities and functions outlined in this position description are not exhaustive, and only

an indication of the work of the role. AH&MRC can direct the CEO to carry out duties which it considers are within

the appropriate level of skill, competence and training.

Key Internal Relationships
AH&MRC Board of Directors

• Management Team

• Employees

Key External Relationships and Partnerships
NSW Health (Incl. Justice Health)

DOHA

OATSIHAHF

NACCHO

Member of CAPO

National Indigenous Congress (Member of The
National Health Leadership Forum)

I Key Selection Criteria

• Sax Institute Partnership 2003
• ICEE Partnership 1999
• Cancer Council MOU
• Rural Doctors Network MOU
• NCOSS MOU
• GP NSW

• Close the Gap Steering Committee

1. The constitution provides that there is a requirement for the CEO to be an Aboriginal person and to
demonstrate an understanding of and commitment to AH&MRC objectives, and Aboriginal community
control.

2. Tertiary qualifications in Business / Law / Health and/or extensive Executive Management experience.

3. Comprehensive knowledge of relevant legislation, policies and procedures related to Aboriginal Community

Controlled Health organisations.

4. Demonstrated high level relationship management and reporting in relation to a Board of Directors,

5. Demonstrated high level analytical and problem solving skills in a complex, dynamic environment.

6. Proven ability and experience at a senior management level, to lead, motivate and manage a team,
demonstrating effective understanding and experience in human resource management, leadership and
motivational skills at strategic and operational levels.

7. Proven ability to develop and maintain organisation-wide policies and procedures and quality improvement
systems.

8. Demonstrated high level interpersonal skills in relationship management, establishing and maintaining
partnerships and negotiation skills with internal and external stakeholders.

9. A knowledge of and understanding of Aboriginal (and Torres Strait Islander) societies and cultures and an
understanding of the issues, particularly in the health area which are affecting Aboriginal people as well as a
demonstrated ability to communicate sensitively and effectively with Aboriginal people.

Delegations

Refer to Schedule FOUR.

Approved by the Board
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