POSITION DESCRIPTION

Medicare Mental Health Centre Operations Lead

Responsible To: Chief Executive Officer (CEO)
Reports To: Medicare Mental Health Centre Manager

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

Medicare Mental Health Centres provide a welcoming, low-stigma entry point for people aged 16
years and over who may be experiencing distress or crisis. Centres offer on-the-spot assessment,
treatment, and support without prior appointment through a multidisciplinary team - including
clinicians, peer workers, and AOD specialists - delivering evidence-based, short- to medium-term
care.

The Operations Lead supports the Medicare Mental Health Centre Manager in overseeing daily
operations, governance, and compliance within the Mount Barker Medicare Mental Health Centre
(MMHC). This role helps drive sustainable operational improvements, workforce capability
initiatives, and drives alignment with Summit Health's strategic priorities.

The position provides line management for the Peer Team, coordinates training and administrative
functions, and ensures the centre operates efficiently, safely, and in accordance with governance
and quality frameworks.

REPORTING / WORKING RELATIONSHIPS

e Accountable to the Chief Executive Officer for achieving position outcomes and practicing
within Summit Health's philosophy, aims, and policies.

e Reports to the Medicare Mental Health Centre Manager.

e The MMHC Operations Lead role sits within the CONNECTcare Unit.

e The MMHC Operations Lead provides direct line management to Peer Workers.

e The MMHC Operations Lead is a member of the Leadership Group and is expected to
contribute actively and positively to this group.

e This role is a designated Team Leader position.

e Participates in Summit Health's Staff Development Program which is conducted annually.

e Works closely and collaboratively with the Medicare Mental Health Centre Clinical Team
Leader and Peer Practice Specialist.



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 - COLLABORATE - 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 reasonable additional hours, including out of hours work, may be required from
time-to-time.

On-call work may be required on a rotating basis, including evenings, weekends, or public
holidays as needed.

Employment is subject to a satisfactory Department of Human Services Working with
Children Check and other relevant background checks as requested by the funder.
Possession of a current valid driver's licence is essential.

Use of own motor vehicle is expected, for which a cents-per-kilometre allowance will be
paid in accordance with the Employment Contract.

KEY RESPONSIBILITIES

Service Operations and Delivery

Lead day-to-day operations and undertake roster management activities to ensure a safe
and responsive visitor experience in line with the service model.

Support the Centre Manager to manage the financial performance of the MMHC service,
including assisting with developing budgets and monitoring financial reports.
Collaborate with HR, IT, and Facilities teams to ensure induction, systems, and
infrastructure support a safe, high-functioning service.

Ensuring Peer Workers maintain accurate visitor records and operational processes meet
organisational and legislative requirements.

Works collaboratively to support accurate and timely activity reporting to the funder.
This role also works closely with the MMHC administration team to gather data and ensure
day to day running of the centre. (not the right wording but function)

Team Leadership and Development

Provide supervision, mentoring, and performance oversight to the Peer Team.
Promote a supportive, high-trust environment that aligns with Summit Health’s values.
Work with HR to support workforce planning, recruitment, and professional development.



o Encourage and support Peer Workers to undertake reflective practice, collaboration, and to
proactively manage their wellbeing through available supports such as peer supervision
and Employee Assistance Programs (EAP).

Sustainable Business Improvement

e In collaboration with the SH Corporate and Quality Officer identify, develop and
implement key operational policies, procedures, and frameworks across the MMHC and
ensure they remain current.

e Continually drive improved efficiency, sustainability, and service quality.

e Foster a culture of continuous improvement and innovation within the centre.

Business Development and Strategy

e Support and coordinate change initiatives aligned to Summit Health's strategic goals and
the evolving role of MMHCs.

e Develop and deliver project plans, that support staff engagement, minimise disruptions
and enhance operational outcomes.

e Build collaborative relationships with external partners to enhance organisational reach.

e Contribute to funding proposals, reports and strategic documentation.

e Provide data and insights to inform strategic decision-making.

Governance and Compliance

e Support ongoing development of robust governance, compliance and quality systems.

e Uphold internal policies, ISO9001 and Mental Health Standards.

e Lead the preparation of documentation and reporting on governance and reporting
metrics according to Summit Health and other external funder(s) reporting requirements.

o Contribute to organisational quality improvement and risk management activities through
undertaking internal audits and identifying and addressing any gaps in Organisational or
MMHC service delivery policies and procedures in collaboration with the SH Corporate and
Quality Officer.

Work Health and Safety (WHS)

e Ensure personal and team compliance with the Work Health and Safety Act (SA 2012).
e Promote safe work practices and participate in WHS training and reporting processes.
e Maintain a safe and healthy environment for staff and visitors.

General

e Promote Summit Health's vision and values to all stakeholders.
e Participate in meetings, supervision, and professional development activities.
e Operate within the delegated boundaries of the position and Summit Health policies.



PERSON SPECIFICATION

Qualifications and Experience

Experience in operational leadership within the health or community services sector.
Demonstrated experience leading change, quality improvement, and team development.
Demonstrated experience in policy development, reporting, and accreditation processes.
Familiarity with the Australian mental health regulatory environment.

Tertiary qualifications in healthcare management or a related field — desirable.

Skills and Abilities

Strong problem-solving skills.

Capacity to lead teams, manage competing priorities, and meet deadlines.
Excellent written and verbal communication with the ability to foster inclusive
collaboration.

Attention to detail and commitment to high standards of accuracy and compliance.
Proficiency in Microsoft Office and relevant digital platforms.

Personal Attributes

High integrity, professionalism and accountability.

Resilient, adaptable, and calm under pressure.

Strong interpersonal skills, with the ability to build trust and support others.
Commitment to learning and continuous professional development.
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