
POSITION DESCRIPTION 

GPcare Support Officer 

RESPONSIBLE TO:  Chief Executive Officer (CEO) 

REPORTING TO:  GPcare Support Officer Team Leader 

SUMMARY OF THE BROAD PURPOSE OF THE POSITION AND ITS RESPONSIBILITIES / DUTIES 

The overall objective of this position is to ensure all aspects of GPcare under the control of this 

position operate efficiently and effectively and to proactively assist in promoting the service to the 

community. 

 

REPORTING / WORKING RELATIONSHIPS 

• Accountable to the Chief Executive Officer for achieving the expected outcomes of the 

position and practising within the philosophy of Summit Health and its aims, policies and 

protocols. 

• Reports to the GPcare Support Officer Team Leader. 

• Reports to the GPcare Practice Manager when GPcare Support Officer Team Leader is on 

leave. 

• The GPcare Support Officer role sits within the GPcare Unit.  

• No staff within GPcare will report to this position. 

• Participates in the organisation’s Performance Management Program which is conducted 

on a regular basis. 

 

CULTURE AND EXPECTATIONS 

All employees are expected to contribute positively to the organisation by displaying the values and 

expectations contained within our Cultural Framework (Appendix A at the end of this document). 

 

VALUES  

TO DO NO HARM – TO CONTINUOUSLY IMPROVE 

Summit Health is a learning organisation that continually evolves and adapts to opportunities. We 

operate in a high-trust environment. To support this, all employees must promote and adhere to 

our values and expectations. 

 

SPECIAL CONDITIONS 

• Some out of hours work may be required 

• Flexibility to work evenings/weekends/variable hours 

• Possession of a current valid driver’s licence is essential 

• Employment is subject to a satisfactory Department of Human Services Working With 

Children Check (WWCC) 

• Mandatory vaccinations (or appropriately endorsed exemptions) as determined by 

legislation 



• Use of own motor vehicle is expected, for which reimbursement of kilometres will be paid 

according to the current Enterprise Agreement  

 

STATEMENT OF KEY RESPONSIBILITIES 

The GPcare Support Officer will; 

 

• Proactively work to support and contribute to the effective operation of the GPcare 

General Practice Service. 

• Present the service in a welcoming manner both in person and on the telephone. 

• All reception duties including:  

o opening and closing the practice 

o maintaining reception area in a tidy and welcoming manner 

o phone answering 

o booking patient appointments 

o data entry 

o billing 

o payments 

o monitoring and actioning internal/external emails in a timely manner 

o scanning and/or filing reports, patient correspondence, results, etc. 

o opening and distributing mail 

o responding to requests for information and reports. 

• Provide information as requested by patient/GPs/other staff within guidelines of the 

service and manage sensitive enquiries with tact and discretion. 

• Support of patients including patient flow, answering questions, and assisting them as 

appropriate. 

• Maintain patient database by ensuring accurate and updated recording of patient data, 

including patients no longer attending or deceased. 

• Operation, maintenance, privacy, and security of documentation, including the 

protection of patient’s rights by maintaining confidentiality and in accordance with any 

relevant legislation e.g., Privacy Act.  

• Liaise with referring doctors, RACF’s and hospital staff, pharmacists, allied health 

clinicians in a professional manner. 

• Follow up GPcare debtors and liaise with GPcare Support Officer Team Leader if required. 

• Maintenance of office equipment and adequate stock levels. 

• Medicare and DVA claims including online processing and resubmissions (i.e. bulk bills). 

• Communicate any emerging issues in a timely manner to the GPcare Support Officer 

Team Leader. 

• Coordinate own work routine with fellow colleagues. 

• Assist in training other staff in a similar role. 

• Other lawful duties, as directed. 

 

General 



• Demonstrates commitment to the principles of operation contained in the Summit 

Health Quality Manual. 

• Advocate our vision to all stakeholders. 

• Operate within the delegated boundaries of the position. 

• Attend and actively contribute (where applicable) at staff / unit meetings. 

• Identify opportunities and participates in own professional development. 

 

Work, Health Safety (WHS) 

• The employee has a responsibility, under the WHS Act (SA 2012), to ensure their own 

health and safety at work along with their fellow employees. 

• The employee has a responsibility to abide by the organisation’s WHS policies and 

relevant direction as set out in the Quality Manual. 

 

PERSON SPECIFICATION  

Essential Requirements 

 

Education 

• No formal qualifications are required however relevant qualifications will be well 

regarded e.g. Cert 4 in Front Line Business Management. 

 

Experience 

• Demonstrable ability and experience in general/medical practice 

reception/administration 

• Proven experience in a similar role 

 

Skills / Abilities  

• Knowledge of general practice and general practice accreditation principles 

• Familiarity with the most common software platforms relevant to General Practice 

• Practical knowledge of general practice billing mechanisms 

• Basic medical terminology 

• Proven interpersonal skills at all levels 

• Proven ability to participate in a multidisciplinary team environment, prioritise 

workloads, set goals, achieve outcomes, work to targets and manage multiple 

deadlines 

• Strong attention to detail 

• Excellent written, verbal and consultative communication skills 

• Lateral thinker with the ability to solve problems as they arise 

• Ability to be innovative and self-directed with drive and commitment 

• Proven commitment to the principles and practice of Quality management and client 

oriented service 

• Demonstrable competence in the use of desktop applications including the Microsoft 

Office suite of programs 



• Demonstrable commitment to ongoing professional development 

 

Desirable Requirements  

 

Experience 

• Demonstrated ability to work with distressed and/or challenged people 

 

Skills / Abilities 

• Knowledge of Best Practice medical software 

• Knowledge of information management principles 



 


