POSITION DESCRIPTION

CONNECTcare Project Officer

RESPONSIBLE TO: Chief Executive Officer (CEO)
REPORTING TO: CONNECTcare Manager
SUMMARY OF THE BROAD PURPOSE OF THE POSITION AND ITS RESPONSIBILITIES / DUTIES
CONNECTcare, part of Summit Health, proudly delivers a variety of community allied health services. The CONNECTcare Project Officer will be responsible for supporting and actively participating in the design, development and implementation of new services to be delivered by the organisation. The CONNECTcare Project Officer will work across a broad range of projects, focussed on a variety of health related services. 
The CONNECTcare Project Officer will work under general direction and exercise a degree of autonomy and judgement within prescribed areas. 
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 CONNECTcare Manager.
Works closely with and may take daily direction from the Project Manager or other staff across the organisation whom are responsible for project implementation, as advised from time-to-time. 
CULTURE - TO DO NO HARM – TO CONTINUOUSLY IMPROVE
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 AND EXPECTATIONS
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.
Values: integrity, quality, community, collaboration and accountability. 
SPECIAL CONDITIONS
· Some out of hours work may be required which will be remunerated in accordance with the employment contract. 
· Possession of a current valid driver’s licence is essential.
· Use of own motor vehicle is expected, for which reimbursement of kilometres will be paid according to the employment contract. 
· The position will be provided with a mobile phone.
STATEMENT OF KEY RESPONSIBILITIES / DUTIES 
· Work with independence, subject to limited direction against established priorities, practices and methodologies to deliver quality outcomes. 
· Undertake research and analysis work and gather and communicate information to support high quality planning and evidence-based decision-making.
· Develop and strengthen external and internal relationships with a focus on building trust to work collaboratively with project stakeholders. 
· Prioritise and coordinate workload based on urgency, risks, timeframes, and resource availability, under the guidance of the CONNECTcare Manager. 

Project Establishment  
· Assist with establishing project/program plans to complete work efficiently, and on time by setting priorities, establishing timelines, and leveraging resources. 
·   Collaborate and work with internal stakeholders to scope and plan project deliverables, monitor and report against budget/timeframes, ensure funder satisfaction, best practice, quality of works, and all regulatory, environmental and safety standards are maintained.
· Utilise high-level problem-solving and people relationship skills to ensure the smooth implementation of projects.  
· Undertake various administrative tasks throughout the project establishment phase, including the coordination of project meetings and working groups, procurement of project resources and ensuring high quality records are maintained at all times. 
· Support project leads with a broad range of project establishment activities. 

Project Operations 

· May be responsible for undertaking project activities throughout the duration of the project, including: 
· Understand the contract management and the practical effects of terms and conditions of a contract
· Contribute to risk analysis, deliverables, and program delivery methodology
· Development and distribution of marketing material/timetable in conjunction with the project leads
· Scheduling/arranging workshops/training
· Project/ program evaluation, and data collection methods
· Provide administrative support during recruitment phase of projects, including applicant management, coordination of interviews and undertaking reference checks as directed. 
· Assist in the coordination of onboarding and induction processes for project staff in a timely manner.  
· Be attentive to project/program progress, including actively identifying issues and risks and raising awareness as appropriate. 
· Maintain effectiveness when experiencing significant changes in working environments or responsibilities as projects evolve, and positively participate in change management activities. 
· Proactively contribute to the development and maintenance of project Policies, Procedures and Processes in accordance with the organisations Quality System. 
· Identify opportunities for process improvement and innovation, including data analysis and generating initiatives to provide efficiencies for the organisation. 

General 
· Work with some autonomy and accountability. 
· Proactively develop expertise and knowledge to support decisions, while under direction. 
· Demonstrate 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 contribute to staff/unit meetings where practicable.
· Identify opportunities and participate 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 Organisation’s Quality Manual.
PERSON SPECIFICATION
ESSENTIAL REQUIREMENTS
Experience:
· Demonstrable experience in working collaboratively within a team. 
· Demonstrable ability and experience in project establishment.  
· Proven experience in a similar role.
Personal Skills/Abilities: 
· 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, with a commitment to facilitating two-way communication at all times. 
· 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 commitment to ongoing professional development
· Demonstrable competence in the use of desktop applications including the Microsoft Office suite of programs
DESIRABLE SKILLS, EXPERIENCE AND KNOWLEDGE
Education:
· Certificate IV in Project Management or tertiary qualifications in health administration. 
Knowledge and Experience: 
· Experience in working within a project budget. 
· Knowledge of ISO 9001:20015 principles.
· Knowledge of primary care within the Australian health system and general practice.
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