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Hay Aboriginal Medical Service
POSITION DESCRIPTION
Position:


Receptionist 
Award:
Aboriginal Community Controlled Health Services Modern Award 2020
Award Classification
Administration
Hours of Work:

21hours per week, Monday,Wednesday, Thursday
Payment of Wages:
Paid fortnightly into own banking institution 

Superannuation:
In accordance with the Superannuation Guarantee legislation currently at 12% of salary 

Responsible to:
Team Leader - HAMS AMS 

Conditions:
Probationary period of five (5) months, as stipulated by the Griffith AMS Policy & Procedures Manual.

Date of Original:

September 2026
Date of Review:

September2028
Position Summary

With direction from Griffith AMS Management, and in collaboration with Hay Aboriginal Medical Service staff, the Receptionist will;

Principle Responsibilities
Receptionist Duties - Responsibilities include:
· Open the HAMS clinic each morning 

· Make appointments for clients to see GP, Nurse and other Visiting services

· Maintain a cancellation list on days when GP is present and actively manage this list to ensure all appointment times are utilised

· Liaise with clientele and relevant stakeholders in the provision of a

professional and confidential service, either over the counter or telephone

· Liaise with the HAMS GP on provision of clinical services

· Collection and entering of client information onto database using

Relevant software (batching and amending Medicare Claims)

· Update database records (expiry of Medicare numbers)
· Organise appropriate service to meet the needs of those clients

SELECTION CRITERIA:

Applications for this position will be considered initially on the basis of each applicant’s response to the following Core Selection Criteria. These criteria have been chosen as those reflecting the essential core requirements for appointment to the position.

Essential

· Current Australian Drivers Licence.

· A demonstrated understanding of the issues and barriers that impact upon the health outcomes of Aboriginal people.

· Experience/ability to liaise effectively with General Practitioners, nurses, specialists and allied health professionals.

· High level communication skills (verbal and written)
· Ability to represent and promote HAMS to the wider community 

· Understanding of WH&S and EEO legislation and their application in the workplace
Desirable

· Experience in managing/supervising a team
· Demonstrated cultural competency working with Aboriginal and Torres Strait Islander people.

· Knowledge of Closing the Gap strategies.

· Knowledge of general practice, including recall and reminder systems on clinical software. 

Accountabilities

The appointee to this position of Receptionist will be directly accountable to the HAMS Team Leader to:
· Contribute to the development and achievement of goals and objectives for the Hay Aboriginal Medical Service
· Performance of duties in an ethical and competent manner

EDUCATION

Attend and participate in the professional development program and relevant external seminars and conferences, as approved
OTHER RELEVANT INFORMATION
This is an identified position in accordance with Section 14 of the Anti-Discrimination Act 1977. Applicants must be of Aboriginal or Torres Strait Islander decent.
Performance will be appraised on an on-going basis and formally within the first 5 months and annually thereafter.

POLICE CHECK /WORKING WITH CHILDREN CHECK
All employees will be required to have a Police Check and or Working with Children Check in accordance with legislative requirements or as determined by the Board.

Consent to a Police Background Check/Working with Children Check must be provided prior to confirmation of employment.  Employment is conditional pending the outcome of these checks.

Health DECLARATION FORM / PRE-EMPLOYMENT HEALTH CHECK

All employees must complete a Health Declaration Form prior to their appointment to their positon. The Griffith Aboriginal Medical Service reserves the right to further require a Medical Assessment or Functional Assessment to determine the applicant’s suitability for the position they are applying for.

Work Health and Safety

All employees must adhere to the Griffith Aboriginal Medical

Service (GAMS) Work Health and Safety Rules, Regulations and Policies including the wearing of protective clothing and Council issued personal safety equipment. All GAMS facilities have a “smoke free environment” whereupon smoking within such facilities and motorised vehicles is not permitted.

Behavioural Expectations

GAMS values trust, respect, integrity, collaboration, communication and innovation as core to all staff performance which would be demonstrated via the following:

· Maintain an excellent level of attendance and punctuality.

· Strict adherence to the principals and objectives of HAMS Policy and Procedures.

· Strict adherence to HAMS Work Health and Safety Rules, Regulations and Policies and maintain HAMS high safety standard.

· Work within HAMS Continuous Quality Improvement framework.

· Be courteous to the general public at all times.

· Matters requiring public comment to be referred to the Chief Executive Officer.

· Become one of the team and maintain a realistic level of team harmony.

· Carry out all operations efficiently and ensure minimal wastage in materials and labour.

· Report any unusual observance to your Manager/Supervisor.

· Maintain a high level of performance so as to enhance the quality of life of those around you and HAMS clients.

· Always set a high standard as the general public looks upon you as a symbol for GAMS

Signed by Employee: ___________________________
Date: ________
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Date: ________
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