3 JOB DESCRIPTION Template

Position Title

Reports to (role)

Team

Location

TELETHON

LIDS

INSTITUTE

Discover. Prevent. Cure.

Clinical Services Manager

Level C

General Manager

Autism

Telethon Kids Institute, 100 Roberts Rd, Subiaco

PURPOSE OF POSITION Provide a brief description of the general nature of the position; an overview of why the

job exists; and what the job is to accomplish.

The role of the Manager is to lead and develop the clinical services at CliniKids. The Clinical Services Manager will
manage the clinical services team, be responsible for the day to day operations, build relationships and create referral
pathways internally and externally, and oversee the annual financial budgets.

KEY RESPONSIBILITIES

© A maximum of 5 primary responsibilities for the position
(>) List in order of importance
© Workplace Safety is mandatory for all Job Descriptions

Key

Team/Program
Coordination

Tasks required to achieve
Key Responsibilites

Co-ordinate clinical staff meetings and help ensure efficient
team working and allocation of tasks;

Oversee legal agreements and contracts for the clinical
program;

Oversee budget forecasting and spending for the clinical
program;

Oversee procurement of equipment, software and consultancy
services for the clinical program.

Measures

- % compliance with contracts and
agreements
- accuracy of actual vs budget

Operations

Day to day management of clinical operations;

Develop and maintain service SOPs for the centre consistent
with regulatory frameworks & quality standards required by
funders (e.g. Medicare, NDIS, Disability Service Standards and
Health Department);

Maintain appropriate systems to manage the operations of the
clinic (e.g. patient management, rostering, payments systems
and funder portals);

Ensure appropriate clinical records are kept consistent with
regulatory frameworks, national guildeines and best practice;
Ensure privacy requirements are met;

Manage and update risk management procedures and quality
assurance systems;

Manage consumer survey & feedback process.

- Clinical operations consistent with
all regulatory and quality standards

- Clinic specific SOPs in place and
utilised

- % no shows

- % complete program (vs dropout)

- Successfully pass all required audits
- Customer survey result acceptable

- Risk management system in place
place and utilised

- Sustainable, cost effective operation




KEY RESPONSIBILITIES continued ...

Key

Tasks required to achieve
Key Responsibilites

Measures

Finance & Liases with General Manager to prepare annual budget; - Annual budget approved
Budgeting Monitors expenditure and provides budgetary estimates and - Surplus / (Deficit) vs Budget
reports;
Prepare monthly financial report & commentary to General - Accurate and timely reporting
Manager.
Human Coordinates recruitment, retention and coordination of team; - Staff turnover rate
Resources Manages staff rostering and workstation allocation; - % service time for clinicians

Support student placements and internships;

Coordinate team learning and development;

Coordinate team's Performance Management Review Process
(GPS);

Records, maintains and monitors staff accreditations, training
and skills matrix.

- 360 feedback
- Compliance with legislation and
Institute policies

Communication
and
relationship
building

Form and foster relationships with collaborating service
providers and other stakeholders;

Build relationships with referrer networks;

Ensures the clinical staff are suitably supported, developed and
guided in their career management;

Work collaboratively to promote and build the reputation of
CliniKids and the Autism Research Team with the wider
community, stakeholders, service providers and researchers;
Preparation of the CliniKids' contribution to the Telethon Kids
Institute Annual Report, with General Manager;

Work with the Telethon Kids'/Autism Research Communications
team to ensure high quality and effective communications
materials and strategies to raise the profile of CliniKids;

Liaises with team marketing coordinator to oversee CliniKids
marketing; such as website, promotional material, social media;
Coordinate and effectively run the Clinical Staff Meeting and
Clinical Operations meetings;

Coordinate the CliniKids Parent Advisory Group;

Participate in Institute forums and committees as required.




Leadership
© Monitor the allocation and direct the resources within | © Staff understand and embrace
the team to ensure the achievement of deliverables organisational culture,
articulated within applicable Work Plans and identified directions, goals and client
projects, whilst maintaining a high level of service for service ethos.
business as usual activities.
© Staff are aware of their
© Maintain effective communication with direct reports responsibilities and
to ensure advice provided and decisions made are expectations in their roles.
well informed.
© Staff feel supported and
© Hold direct reports accountable to their engaged.
responsibilities and results.
© Be a role model for effective and positive leadership
which is ethical, results driven and future-oriented.
© Foster a culture of transparent, effective, timely and
appropriate internal and external communication.
© Effectively manage change management processes,
encouraging innovation, diversity and continuous
improvement.
© Support the professional development of staff through
coaching, mentoring, training and collaboration
opportunities.
Workplace
Safety © Take reasonable care for your own safety and health © Responsibilities are
and avoid harming the safety and health of others embedded in work practices.
through any act or omission at work.
© Hazards are effectively
© Identify and assess workplace hazards and apply managed or reported.
hazard controls.
© Accidents and incidents are
© Report every workplace injury, illness or near miss, no reported in a timely manner.
matter how insignificant they seem.
© All applicable safety policies
© Abide by Telethon Kids Institute policies and and procedures are sought,
procedures. understood and implemented.




_

ESSENTIAL CRITERIA

Qualifications: Relevant degree in Allied Health, Health Administration, Business or equivalent
knowledge and skills developed through professional experience.

(what are the minimum

educational, technical or
professional qualifications
required to perform the role)

Essential 1. Demonstrated experience managing an allied health or disability services practice.

. 2. Experience with managing NDIS, DSC and / or Medicare funding.
Skills, 3. Substantial experi di i i

. perience directly managing people and operations.

(el I=le e[S 4. Budgeting, finance and reporting skills sufficient to propose budgets, monitor performance and
Experience: write actionable reports.
5. High level influencing and negotiation skills including with clinicians and funding body managers.
6. Professional customer service skills including leading positive service initiatives.
7. Professional managerial and administrative skills /experience including IT systems use, records
management & staffing.
8. Highly developed interpersonal skills including strong written and verbal communication.
9. Proven ability to work as a member of a team as well as on own initiative without close
supervision.

DIRECT REPORTS Clinical Lead
Psychologists
Speech Pathologists
Family Coordinator

List by job title any positions
fo be supervised by this role

Approved by: Signature of the person with the authority ~ Gemma Upson

fo approve the job description and job fitle

Date approved: Date upon which the job
description was approved

Reviewed by P&C: Date when the job description
was last reviewed by People & Culture
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