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POSITION DESCRIPTION

Organisational Vision isis committed “to enhance the health and independence of the people of South Canterbury”.

Organisational Values: I CARE
· Integrity
· Collaboration
· Accountability
· Respect
· Excellence

	
POSITION:   Planned Care Administrator 

	
[bookmark: _Hlk124418289]REPORTS TO:   Perioperative Lead – Theatre 


	
PURPOSE:

The Planned Care Administrator is a key member of the Corporate Services Theatre services team and is responsible for supporting the daily management of the inpatient, administrative booking processes and services.  
This role plays a key part in ensuring that the Inpatient Booking Offices function in a manner that ensures that Timaru hospital works within the MOH Guidelines and meets the agreed levels of elective service provision requirements.


	
AREAS OF RESPONSIBLITY:


	· Undertake data entry and administrative duties in an efficient, timely and accurate manner to ensure patients are managed within MOH guidelines and that Performance Indicators (ESPI) remain compliant
· Work collaboratively with all administrative and clinical teams 
· Ensure professional liaison and contact is undertaken with all patients and other stakeholders in all interactions
· Understand the organization’s long-term objectives and be flexible and capable of looking at the wider picture of any problem or opportunity and embrace change and innovation.
· Ensure privacy and confidentiality compliance is adhered to.


	MAIN OBJECTIVES
	The service is a multi-tasked, fast-paced environment.  A high level of competence with a range of processes, strong problem-solving skills and initiative needs to be always maintained. It is essential to be able to work productively within a broad team environment involving communication with a diverse range of people including staff and patients and to be able to prioritise ever changing outputs and needs.




	
	KEY ACCOUNTABILITIES	

	PROFESSIONAL
ACTIVITIES [image: ]
	· Provide functionality to systems and processes, working collaboratively with all members of the health care team to enhance patient care delivery in line with MOH patient focused philosophy. 
· Clinic files, appointments and information are dealt with efficiently and in accordance with the Privacy Act.
· Ensure requests for medical advice and ethical issues are redirected to the appropriate personnel. 
· All interactions with patients and their designated contacts are carried out in a professional and courteous manner.  Enquiries and challenges from patients and others are managed sympathetically and professionally and either answered or referred to the appropriate resource.  
· A calm professional atmosphere is maintained during high work load demand and any crisis or emergency situations.



	PROFESSIONAL STANDARDS & DEVELOPMENT
	· Creates and maintains relationships internally and externally to achieve individual and team organisational goals.
· Achieves results using a flexible and supportive work style and see problems as an opportunity to improve.  Openly provides insightful suggestions and alternatives to assist others to overcome obstacles.

· Proactively communicates professional development needs to the Perioperative Lead – Theatre
· Acts to remedy performance improvement processes where performance or competency issues are identified.
· Learns new terminology and technology and embraces up skilling in a changing medical environment.

	 BEHAVIOURAL
EXPECTATIONS
	· Interacts through communication based on mutual trust.
· Takes responsibility for your own actions
· Is aware of the significance of providing quality services to patients.
· Does not wait to be told what to do, finds available work during down time. Also proactively prepares ahead and/or checks completed work/data entry.
· Demonstrates knowledge and a good understanding of the DHB’s policies, processes and procedures.   Ensure all practices undertaken are safe and legal.
· Understands the organisational structure of the DHB
· Interacts effectively within the bounds of the Privacy Act.
· Undertakes any other duties consistent with administrative services which may reasonably be required by the employer from time to time in the course of the organisation’s business for which the employee is qualified or has received adequate training or instruction

	LIAISON WITH 
MANAGEMENT

	· Advise Perioperative Lead – Theatre on anything impacting on the service. Ie. When work volume or bottlenecks are of concern and additional staff resource may need to be deployed.
· Seeks advices and takes direction as required.
· Identify opportunities to management for service delivery changes or quality improvement initiatives.
· Provide coaching and support to new staff when fully capable across process functions.
· Notify Team Leader of absences as timely as possible and make leave requests as per organisational requirements.  
· Discuss any issues or concerns with them in a timely and objective manner
· Ensure timesheets are completed correctly and sent to Team Leader by due periods.
· In an emergency situation clerical staff may be required to facilitate clerical duties/shifts out of normal hours by agreement.
· Advise Team Leader when you need refresher training on any process.
· Undertakes an annual performance appraisal.


	QUALITY AND RISK
	· Actively looks for ways to collaborate with and assist others to improve the experience of the healthcare workforce, patients & their families and the community & Iwi.
· Every staff member within Timaru hospital is responsible for ensuring a quality service is provided in their area of expertise. 
· Demonstrate a positive personal commitment to the culture of continuous quality improvement.


	HEALTH AND SAFETY

	· Understand and apply the principles of Health and Safety and Risk Management.  Be able to recognise and respond proactively to potential risk.
· Uses the Safety-First electronic system to report all incidents, accidents or near misses.
· Informs management of any hazards.
· Works towards creating an atmosphere where staff support each other and workplace violence and bullying is not tolerated.  Attends :
· Professional Accountability session


	TREATY OF WAITANGI
TE TIRITI O WAITANGI
	· Comply with obligations under the Treaty of Waitangi, giving effect to the principles of Partnership, Participation and Protection.

	SUCCESS
FACTORS
	Success Factors for the role include:
1. Ability to engage with your service team towards effective patient centred processes.
2. Collaboration with other internal services which input into patient care.
3. Data entry completed to a high standard
4. All face to face and telephone enquiries are effectively and efficiently dealt with demonstrating a high level of respect.
5. Performance appraisal reflects achievement of positive relationships, improvement in areas of challenge and contribution to quality improvement and performance is evidenced.




	KEY WORKING RELATIONSHIPS

INTERNALLY:
·  Perioperative Lead – TheatreIBO and OAO administrative and clinical staff
· Clinical staff across organisation
· Administrative staff across organisation
· Medical Records 
· IT Department
· Quality Department
· HR Department
· Maintenance Department
· Health & Safety 
· Directors
· Clerical Team Leader


EXTERNALLY:
· Patients 
· Families/whanau of patients
· Primary Care providers
· Other health service providers eg. Private hospitals 
· Partners in care of patients, including NGO’s
· Government agencies e.g. ACC, Police 
· Other Te Whatu organisations

	

PROFESSIONAL & LEGISLATIVE STANDARDS:
· Ensure administrative responsibilities are conducted in accordance with best practice, and relevant procedures.
· Uphold an impeccable professional standard of confidentiality and comply with legal requirements relating to information regarding clients/family/whanau
· ensure compliance with New Zealand statutory laws; (in particular the Privacy and Public Records Act with regards confidentiality and  record keeping practices )
· comply with organisation-wide and service specific rules, codes of conduct, policies, and protocols 


	



PERSON SPECIFICATION

Essential Criteria
· A genuine empathy and stable temperament with clients and staff at all levels.
· Be aware of cultural differences and behave in a culturally appropriate manner when dealing with patients/families or staff from other cultures.
· Effective communication and interpersonal skills
· Time management and organisational skills and an ability to work appropriately with minimal supervision and be able to follow set procedures and policy

Experience/Knowledge Required:
· Strong administrative and data base / data entry capability
· Adept computer skills: Microsoft Word/Excel/Outlook and Windows Operating system
· A history of being part of a collaborative team 
· Identify being innovative and flexible and using positive and problem-solving approaches to challenging situations.
· Preferred – knowledge of healthcare or hospital systems and processes.

Skills/Attributes

· Integrity, combined with high personal and professional standards.
· Ability to work under high pressure at a busy operational level and be agile in decision making.
· Is prepared, individually and collectively, to experiment with new thinking, generate new ideas and pilot new insights.
· Demonstrates an in-depth understanding of personalities and behavioural styles in order to work collaboratively with a variety of people at all levels. 
· Has a sense of urgency around the work agenda with the ability to engage directly in its delivery and produce results. 






The intent of this position description is to provide a representative summary of the major duties and responsibilities.  


Agreed by:


 ----------------------------------------------------  (Job holder’s signature)



-----------------------------------------------------  (Employer’s signature) -------------------- Date  

Date Reviewed:			Reviewed by:			Next Review:
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