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	POSITION DESCRIPTION

	Position Title:
	Scheduling Officer

	Department/Location:
	Please refer to letter of employment

	Employment Status:
	Please refer to letter of employment

	Reports To:
	Systems & Operations Administrator

	Direct Reports:
	None

	Key Relationships/Interactions:
	Internal: Systems & Operations Administrator, Service Manager, Care Coordinator, Clinical Nurses, Program Coordinators, Team Leaders, Registered Nurses, Home Care Workers, Support Workers, Diocesan Shared Services and Anglicare support team.

	
	External: Clients, Clients’ families/carers, GP Practices, Discharge Planners and other referrers, NGOs, funders, visitors and students.


Position Statement / Overall Purpose:

This role’s overall purpose within Anglicare Southern Queensland (Anglicare SQ) and the service, is to take a lead role in implementing and/or overseeing the scheduling of clients and staff within the Procura Client Information System, to ensure the delivery of services occurs in a planned way in line with the strategic intents of the business. 

The Scheduling Officer will when necessary be responsible for liaising with key Line Managers and other stakeholders, to clarify information, including daily changes that occur with clients and staff.
The Scheduling Officer work with the Systems & Operations Administrator and/or the Care Coordinator in the first instance, and where necessary consult with the Client Systems Team to ensure compliance with Scheduling processes and governance.

The Scheduling Officer will work in accordance with the values of Anglicare SQ and support core business by providing service, guidance and advice within this position’s specialty area.

The Scheduling Officer will work in accordance with the values of Anglicare SQ and support core business by providing service, guidance and advice within this position’s specialty area.

Position Specific Requirements & Qualifications: 
1. Current National Police Certificate 
2. Current Queensland Driver Licence & own  reliable vehicle

Key Selection Criteria:

Essential:

1. Highly developed ability to provide oversight and support the allocation of key tasks to staff within an administration environment;

2. Previous scheduling or rostering experience using an electronic data management system;

3. Previous experience in prioritising and managing workload within a busy environment;

4. Highly developed interpersonal/communication (written and oral), analytical skills and problem solving skills;

5. Ability to work positively within a team environment in the achievement of Service goals;

6. Demonstrated experience in adhering to organisational policies and procedures and client service standards;

7. Advanced proficiencies in Microsoft suite e.g. Word, Excel, Windows and an ability to learn new software programs;

8. Strong numeric data entry and attention to detail;  

9. Demonstrated ability to understand and work within a continual quality improvement system within the Service environment;
10. Understanding of Community & Aged Care funding streams (desirable);

11. Basic understanding of medical terminology (desirable).

Key Accountabilities and Responsibilities: 

1. Accountability: Scheduling
Facilitate the delivery of client and staff scheduling within established guidelines and processes, to achieve the business objectives.

Responsibilities:

· Provide oversight and support the allocation of key tasks to other members of the administration team;

· Analyse data to plan and allocate resources within a complex funding, rostering and compliance environment;

· Schedule clients and staff using the Procura Client Information System, to ensure effective delivery of services;

· Ensure that correct procedures are followed in accordance with internal guidelines i.e. offloading of clients for sick leave, annual leave;

· Provide scheduling information and change notification to services and staff where required;

· Respond to client support issues in consultation with relevant services and staff;

· Adhere to the organisations’ Privacy and Confidentiality Policies and Procedures;

· Support the implementation of a client focused service ethos based on the principles of professionalism, fairness and equity;

· Support the achievement outcomes consistent to the Business/Operational Plan consistent with budget constraints as directed by the Service Manager;

· Ensure a timely response to all scheduling related matters including incoming calls and emails;

· Liaise with internal and external stakeholders to ensure the delivery of a high level of customer service.

2. Accountability: Administration
Ensure accurate record keeping, filing and archiving of Client information in line with organisational procedures.

Responsibilities:

· Prepare appropriate documentation for the admission of client into the Service and subsequent discharge management;

· Attend to filing and archiving of client information in accordance with the organisation’s guidelines and procedures;

· Consult with Manager or appropriate staff when clinical judgement is required for referral;

· Additional administrative tasks as and when required, including administrative support to the Manager as necessary;

· Display initiative, discretion and judgement in carrying out of duties.

3. Accountability: Communication & Teamwork
Demonstrate interpersonal and communication skills that are consistent with the values of the organisation in dealings with all persons both internal and external to the organisation, thereby contributing to a productive and supportive team environment to support client service delivery.

Responsibilities:

· Attend planned organisational, Service and team meetings as required;

· Communicate all necessary changes in line with organisational procedures to staff and clients as required;

· Promote and maintain good interpersonal and public relations within and outside the workplace, including prompt attention to phone calls;

· Interact in a respectful and supportive manner to build close working relationships with existing and key staff members;

· Adhere to the organisations’ complaints management system Policy and Procedures;

· Assist the administration team with other tasks, ensuring that Scheduling remains the key focus and priority of the role;

· Assist with public relations activities requiring community involvement and fundraising;

· Effectively communicate sensitive issues and/or provide direction and mentoring to others members of the administration team.

4. Accountability: Information Systems
Demonstrate competence in undertaking the information management tasks required for administration of the Service.

Responsibilities:

· Follow information management security protocols;

· Maintain appropriate computer programs or information systems relevant to the role;

· Assist in documenting, collating and filing of information required for reports and branch requirements;

· Maintain central records of and collate information for different funding sources for the service;

· Maintain confidentiality of information according to the organisation’s policy.

5. Accountability: Quality Framework
Support the delivery of a continuous quality improvement framework consistent with the organisations quality framework to ensure the delivery of an effective and efficient service.

Responsibilities:

· Participate in service reviews, audits, initiatives and the development of practice standards and models of service delivery;

· Provide oversight and support the allocation of key tasks to other members of the administration team;

· Identify, test and implement opportunities for improvement in work processes;

· Constructively and positively participate in the development, improvement and implementation of management systems and processes;

· Assist with training of new and existing scheduling staff;

· Actively and positively respond to feedback and suggestions for improvement;

· Undertake comprehensive Procura training and regular refresher training;

· Attend training to enhance knowledge and skills in:

· Scheduling;

· Software upgrades;

· Complying with funding contractual arrangements; and

· External services integral to scheduling functions.

6. Other Duties and Requirements
· Undertake own work practices in a safe manner and comply with the instructions given for workplace health and safety within relevant Policies and Procedures;
· Work in collaboration with other team members;

· Do not, during or after employment, disclose information relating to residents, clients and staff or damage the reputation, viability or profitability of the Anglican Church Southern QLD.
· Your responsibilities also extend to any tasks outlined on a duties list, or any other tasks delegated to you by your manager/supervisor, provided that those new job requirements are safe, efficient, relevant, legal and within your abilities.

Delegation of Authority: 

· In accordance with the Anglicare Delegations of Authority Policy.
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