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POSITION DESCRIPTION
Directorate: 
ACT Health Directorate

Division:
Strategic Infrastructure Division 
Branch: 
Strategic Infrastructure 

Section: 
Northside Hospital Project 
Position Title: 
Project Administration and Support Officer 
Position No: 
P53638
Classification: 
Administrative Services Officer 5 
Reports to:
Director, Secretariat and Governance
DIRECTORATE OVERVIEW

The ACT Health Directorate (AHD) is responsible for strategic direction and leadership of the ACT health system. AHD provides a strong policy and population health capability based on a foundation of world-leading health and medical research. 

ACT Health Directorate develops strategies and sets the direction to ensure that services meet community needs and expectations, deliver improved health outcomes, and that the health system is innovative, effective, and sustainable now and in the future.

DIVISION OVERVIEW

Strategic Infrastructure Overview: 

Strategic Infrastructure Division supports ACT Health’s role as the steward of the Territory’s health system through: providing strategic advice and leadership in infrastructure master planning, strategy and design; supporting our NGO health service partners through providing fit-for-purpose infrastructure and effective leasing and asset management; providing a safe, sustainable and effective workplace for ACT Health’s workforce through asset, leasing and facilities management; and represents the ACT Government’s interests on the trans-Tasman Australasian Health Infrastructure Alliance.

BUSINESS UNIT OVERVIEW

Strategic Infrastructure Division is responsible for Territory-wide health infrastructure policy, strategy and design, including public hospital campus planning. The division also has responsibility for ACT Health’s territory wide property portfolio.  The Division is a fun place to work, where people enjoy a laugh and are self-motivated, team players and results driven.

A Northside Hospital Project Team is being established within the Strategic Infrastructure Division to lead the planning and identification of options to support the delivery of a new Northside Hospital. The team will explore service and infrastructure options that will ensure efficient, high quality health care services are available to residents across Canberra's north and the surrounding region.
POSITION OVERVIEW

The Project Administration and Support Officer will sit within the Project Governance stream of the Northside Hospital Project Team. The role will support the establishment and continuous improvement of governance and administrative systems and processes for the Project. 
Reporting to the Director, Secretariat and Governance, the role will plan for, prepare and coordinate responses to reporting activities across the Northside Hospital Project. The Project Administration and Support Officer will provide high level administrative support and advice to the broader Project Team on financial, project and government processes. The role will draft, coordinate, and quality assure responses to information including ministerial correspondence, briefs and government reporting.
WHAT YOU WILL DO
The Project Administration and Support Officer – Northside Hospital Project you will: 
· Provide high level administrative support to the Northside Hospital Project Team including supporting the establishment and continuous improvement of governance and administrative systems and processes. 
· Prepare and coordinate responses to regular and ad-hoc reporting requirements associated with the Northside Hospital Project including financial, program and government reporting tracking of the Project’s key actions and activities. 
· Prepare, coordinate and quality assure responses to information including ministerial correspondence, briefs and government reporting. 
· Provide secretariat support for the Project Team and relevant working groups and committees, including but not limited to scheduling meetings, preparation, coordination and dissemination of agenda and meeting papers, taking minutes, and monitoring and following-up actions as required. 

· Monitor and maintain a shared inbox, responding and coordinating responses to correspondence and requests as appropriate. 

· Liaise with members of the Project Team and other staff to ensure effective coordination and tracking of activities to ensure timely and accurate responses to requests for information.
· Foster and support positive and productive working relationships with staff and stakeholders at all levels. 

· Coordinate and maintain financial processes for the Northside Hospital Project including but not limited to processing invoices, accounts payable and credit card reconciliations.

· Records management, including supporting the Project Team to keep, maintain and archive records appropriately. 

· Provide administrative assistance and operational support to the Project Team as required. 

· Undertaking other duties appropriate to this level of classification.

· Understand and work within the ACTPS Code of Conduct and ACTPS values of respect, integrity, collaboration and innovation, and model behaviour consistent with the ACTPS Respect Equity and Diversity framework. 

WHAT YOU REQUIRE

The information below describes the capabilities that are required to perform the duties and responsibilities of the position. 
Professional / Technical Skills and Knowledge 

1. Proven organisational skills and demonstrated ability to monitor and determine priorities and coordinate multiple requests within tight timeframes. 
2. Well-developed written communication skills with the ability to draft and coordinate responses to information including financial, project and government reporting requirements. 
3. Demonstrated administrative, analysis and business improvement skills including the ability to establish and maintain quality systems and processes to support requirements of the Northside Hospital Project. 

Behavioural Capabilities 
4. Well-developed interpersonal, and oral and written communication skills, with the ability to build and foster effective working relationships with staff at all levels.

5. Demonstrated ability to exercise initiative, and work both independently and as part of a team to consistently achieve results. 

6. Display behaviours that are consistent with the ACTPS values of Respect, Integrity, Collaboration and Innovation.

Compliance Requirements/Qualifications

1. Prior to commencement, the successful candidate will be required to undergo a pre-employment National Police Check.
Favourably considered 
1. Experience in preparing and/or coordinating reporting requirements for government projects (or the demonstrated ability to quickly acquire this knowledge) would be beneficial. 
2. Knowledge and understanding of best practice records management, and the ability to operate a variety of computer programs and databases such as APIAS, Objective and PMARS would be beneficial. 

