(insert logo) WALHALLOW ABORIGINAL HEALTH CORPORATION
Walhallow Aboriginal Health Corporation

Position Description

	Position Title: Practice Manager
	Business Unit: Executive Office Clinical

	Reports To: Chief Executive Officer
	Direct Reports: Clinical team

	Primary Objective: Build the future for primary care practice at Walhallow Aboriginal Health Corporation  in Quirindi, NSW, by innovation and adding value to clinical practice. Being an agent of change for the introduction and implementation of health reform at a practice level.
The Practice Manager provides high level practice management across the organisation and is responsible for incorporating our model of care and aligning the primary health service with business and strategic plans. This role also supports the CEO’s achievement of organisational objectives and facilitates delivery of business operations. Objectives include:
i. Leading and managing the day-to-day functioning of the primary care clinic;

ii. Development, implementation and refinement of Medicare systems;

iii. Support the CEO to achieve organisational objectives and ensure ongoing governance and accountability standards are met;
iv. Ensuring efficient and smooth service delivery and general operation with a focus on culturally appropriate patient service; 

v. Leading the achievement and maintenance of appropriate accreditation plans; and 
vi. Work collaboratively within a Executive Team to facilitate continuous quality improvement across the organisation
vii. Coordination and service-wide application of systems to support the needs of doctors, Aboriginal health workers, administration and a multidisciplinary staff members.

	Position Dimension & Decision Making Authority:
	Key Communication Contacts:

	Without referral to manager –

· Routine staff management decisions

· Management of performance and employee relations

· Operational expenditure within delegation and budget

Referred to CEO –

· Capital expenditure

· Strategic direction

· Budget setting
	Contact/Organisation

	Purpose/Frequency of Contact

	
	Chief Executive Officer 
	Daily – Direction and achievement of accountabilities

	
	SMO and Clinic team
	Daily – Providing leadership and support on accountabilities

	
	Clients and Community


	As needed – Providing help and advice as required


	Key Accountabilities

	Key Result Area
	Major Activities
	Performance Measures:

	1. Clinic Management
	· Lead and manage overall clinic health services delivery and ensure services are culturally appropriate, patient-centred and of a high clinical and service quality.

· Ensure the service adheres to quality standards and meets RACGP requirements for accreditation.

· Implement service-wide application of systems to support the needs of doctors, Aboriginal health workers, administration and multidisciplinary staff members.

· Provide leadership and training to ensure Medicare income is maximised across the practice.

· Manage and lead all Medicare billing, batching and electronic claims in a timely manner and ensure all provider details are current and correct.

· Ensure health assessments and care plans are a priority for the practice.

· Develop and maintain clinical risk management systems.

· Manage feedback and complaints in accordance with Walhealth policy and procedures.

· Ensure effective Infection prevention and control systems are in place.

· Ensure all reporting and correspondence is of a high quality and meets the needs of referring agents, healthcare providers and patients. 
· Increase the number of Aboriginal patients utilising the Quirindi clinic. 
· Other duties as consistent with the position where required.
	· Achievement of Clinic requirements

· Achievement and maintenance of accreditation
· Management of all clinical services to budget

· Management of all services to clinical standards, as measured by audits and accreditation status

· Funding program deliverables and national key performance indicators 


	2. Leadership and People Management - Clinic

	· Provide leadership to ensure that staff capability is developed to each team member’s full potential to assist in achieving the organisation strategic objectives. 
· Ensure all staff have PPR’s and Training Plans relevant to individual roles. 
· Implement an Indigenous succession plan for all non-identified positions within the clinic. 

· Ensure that all employees develop and comply with work plans that are consistent with their funding agreements.

· Ensure that all employees are comply with relevant WH&S legislation and that any issues are identified and resolved appropriately.
	· HR metrics data, such as retention, unexplained absences etc.

·  Meet the requirements set by the Australian Association of Practice Managers



	2. Stakeholder Management
	· Maintain and enhance partnerships with government, community and other stakeholders to ensure opportunities benefit to organisation are identified and developed within the clinical space. 
	· Productive and effective working relationships with positive feedback. 

· Minimal staff and stakeholder complaints

	3. Corporate Management 


	· Identify and implement continuous quality improvement on an ongoing basis.

· Any other duties as required by the CEO.
	· Efficient operation of executive portfolio


	4. Budgetary and Financial Management

	· In consultation with the CEO and senior executive  team (SMT), contribute to the preparation of annual organisational and Programs budgets. Ensure achievement of the strategic objectives whilst maintaining effective cost controls.

· Ensure that program staff are maximising Medicare claim items 

· Manage the operational budget for the Clinic, including labour and utilities costs, to ensure that costs are controlled and monitored.

· Ensure that all programs are managed within budgetary and funding requirements.
	· Achievement of budget, staffing and revenue requirements



	5. Strategic Plan and Direction


	· Participate with the CEO and the SMT to develop and implement the Walhealth Strategic Plan.

· Develop and implement the clinical practice directives to ensure the achievement of the organisation’s strategic direction and goals.
	· Quality of Strategic Plans

· Achievement of Strategic Objectives



	6. Compliance
	· Comply with all relevant legislation and regulatory standards.

· Ensure all patient and other information is recorded to achieve compliance with all organisational policies and procedure and legislative requirements.

· Ensuring client and community confidentiality is maintained.
	· 100% compliance achieved



	7. Reports and Statistics
	· Utilise data and program analysis to provide accurate and meaningful reports.

· Provide management, statistical and other reports to meet organisational, stakeholder and statutory requirements including analysis, reporting of results and supporting recommendations.
	· Accuracy and timeliness of qualitative reports

· Accuracy and timeliness of statistical reports

	8. Policy and Procedure 
	· Comply with organisational policies and procedures to model best practice behaviour and performance to all staff.

· Compliance with and understanding of EEO Legislation
	· Management of all relevant policies and procedures to provide consistent and high standards of compliance with policies and best practice




	Key Challenges:
	Person Specification:

	· Growing the clinical services of Walhealth and increasing culturally appropriate services to the community

· Development and implementation of budgetary and associated reporting

· Leading and motivating the Clinic team to deliver on KPIs and the overall strategic objectives of the organisation
· Ensuring service delivery within workforce shortages relating to regional area location

· Partnering with the community to increase the number of Aboriginal patients utilising the clinic and medical service delivery. 
	Qualifications & Experience – 

· Nationally recognised training in medical practice business management or extensive experience in a similar role
· Significant experience in leadership, people management and organisational abilities relevant to a clinical environment

· Knowledge of the Medicare Benefits Schedule, Department of Health reporting, private billing and Health Professional Online Services (HPOS) Portal

· Experience managing clinical accreditation processes, including medical and dental standards

· Demonstrated computer proficiency, including the use of Microsoft Office applications, clinical record and data management systems and software (i.e. Communicare)

· Clear Working with Children Check, National Police History Check and Working with Vulnerable People Registration

· Current NSW Drivers Licence

Personal Qualities and Attributes

· Highly developed organisational skills and capacity to prioritise competing demands.

· Effective conflict resolution skills, negotiation, mediation and decision making skills.

· Highly innovative and the willingness to assist the organisation to continue to provide client centred health care that meets the needs of local Aboriginal communities.


I confirm that I have read this job description and acknowledge and understand my roles and responsibilities. If I have any questions I acknowledge that I can approach my Manager for clarification.

…………………………………………..

……./……./…….

Employee Signature




Date






…………………………………………..

Print Name
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