POSITION DESCRIPTION: 
BOOKINGS ADMINISTRATION/ACCOUNTS OFFICER
TEAM:  



BOOKINGS 0.5 FTE (APPROX) 
ACCOUNTS 0.3 FTE (APPROX).
REPORTING TO:
 

BOOKING TEAM LEADER AMD ACCOUNTS TEAM LEADER RESPECTIVELY
REPORTS: 



NIL

STATUS: 



NEW

LOCATION: 


VAG OFFICES SUITE 7 /307 WATTLETREE RD MALVERN EAST

KEY RELATIONSHIPS:

INTERNAL – MEMBERS, BOOKINGS TEAM MEMBERS, ACCOUNTS TEAM MEMBERS.

EXTERNAL – CUSTOMER SURGEONS, CLIENTS, SURGEONS ROOM STAFF, HOSPITAL STAFF.

JOB PURPOSE:
PROVIDE HIGHEST DEGREE OF PROFESSIONAL SERVICE IN ADMINISTRATION AND OPERATIONAL SUPPORT TO MEMBERS OF VAG.
KEY CHALLENGES:






ABLE TO WORK WITH MINIMAL SUPERVISION






TEAM PLAYER






FLEXIBLE AND ABLE TO WORK UNDER PRESSURE

RESPECT, BUILD AND MAINTAIN SUPERIOR RELATIONSHIPS WITH ALL STAKEHOLDERS

____________________________________________________________________________________________________________________

JOB REQUIREMENTS:

· ACTIVELY SUPPORT VAG’S PURPOSE AND VALUES

· POSITIVELY AND CONSTRUCTIVELY REPRESENT VAG TO ALL EXTERNAL CONTACTS AT ALL OPPORTUNITIES AND TIMES.

· BEHAVE IN A WAY THAT CONTRIBUTES TO A WORKPLACE THAT IS FREE OF DISCRIMINATION, HARASSMENT, AND BULLYING BEHAVIOUR.
· TO HELP ENSURE THE HEALTH, SAFETY AND WELL BEING OF SELF AND OTHERS IN THE WORKPLACE.

· TO FOLLOW REASONABLE AND LAWFUL DIRECTIONS GIVEN BY THE COMPANY IN RELATION TO OCCUPATIONAL HEALTH AND SAFETY.

· OPERATE AT ALL TIMES IN LINE WITH VAG POLICIES, PROCEDURES AND PRACTICES.

JOB RESPONSIBILITIES:

1. ACCOUNTS  OFFICER (1.5 DAYS PER WEEK)

a. KNOWLEDGE OF HEALTH FUNDS, MEDICAL BILLINGS PROCESSES AND THIRD PARTY BILLING ARRANGEMENTS.
b. KNOWLEDGE OF DATA BASES AND ACCOUNTING PACKAGES – MS OFFICE.
c. FINANCIALLY LITERATE WITH ABILITY TO UNDERTAKE ACCOUNT RECONCILIATIONS
d. CONTRIBUTE TO OVERALL TEAM GOALS 
KPI’S

	ITEM
	DESCRIPTION
	METRIC
	HOW MEASURED
	By whom reviewed and when.

	1
	TEAMWORK
	EXCELLENT WORKING RELATIONSHIPS WITH TEAM MEMBERS
	OBSERVATION OF INTERNAL RELATIONSHIPS 
PARTICIPATION IN TEAM MEETINGS

PROACTIVELY SUGGEST IMPROVEMENTS 
	

	2.
	MEMBER SERVICE
	PROACTIVELY MANAGE DEBTORS.
NIL COMPLAINTS UNRESOLVED.
	SUPPORTING DOCTORS QUERIES
ACCOUNT TURN AROUND TIMES

RESOLVING ISSUES IN TIMELY MANNER WITH HEALTH FUNDS
	

	3
	PRODUCTIVITY
	NO OF CARDS PROCESSED PER MONTH.
COMPLETION OF ANCILLARY TASKS IN TIMELY MANNER.
	DATA ENTRY OF ACCOUNTS.
ACCURACY OF INPUT.

DAILY BANKING RECONCILED.

	

	4 
	ACCURACY
	NIL REJECTIONS AND QUERIES.
	
	

	5
	COMMON SENSE
	ACTIONS SHOWING INITIATIVE.
	PROACTIVELY USE INITIATIVE WITHIN TEAM ENVIRONMENT
	

	6 
	SELF MANAGEMENT
	ABILITY TO PRIORITISE WORKLOAD
	PRIORITISE WORKLOAD ALLOCATED AND ASSIST TEAM TO ACHIEVE PRIORITISED TEAM GOALS.
	


2. BOOKINGS ADMINISTRATION  OFFICER ( 2.5 DAYS PER WEEK)

a. ASSIST MANAGE ON LINE BOOKINGS DIARY.
b. MAINTAIN SUPERIOR RELATIONSHIPS WITH KEY INTERNAL AND EXTERNAL STAKEHOLDERS.

c. ASSIST PROCESS DAILY INPUTS TO QUICKBOOKS.
d. ASSIST PROCESS DAILY CREDIT CARD AND BPAY PAYMENTS.
e. ASSIST UNDERTAKE WEEKLY CREDIT CARD AND BPAY FUNDS TRANSFER TO MEMBERS ACCOUNTS. 

KPI’S

	ITEM
	DESCRIPTION
	METRIC
	HOW MEASURED
	By whom reviewed and when.

	1
	TEAMWORK
	SUPERIOR RELATIONSHIPS WITH TEAM MEMBERS. AND STAKEHOLDERS.
	INTERNAL RELATIONSHIPS 

PARTICIPATION IN TEAM MEETINGS

PROACTIVELY SUGGEST IMPROVEMENTS 
	

	2.
	MEMBER SERVICE
	NIL COMPLAINTS
	ESTABLISH SURGEONS SESSIONS IN ON-LINE DIARY FOR EACH MEMBER.
PUT IN FAXED/EMAILED LIST/SESSIONS.
LIAISE WITH MEMBERS FOR MESSAGES. 
	

	3
	PRODUCTIVITY
	NIL UNFULFILLED REQUESTS FOR SERVICE PROVISION BY MEMBERS.
	FULFIL ALL EMERGENCY REQUIREMENTS FOR SERVICE REQUESTS OF MEMBERS.
MANAGE ALL REQUESTS FOR SERVICES FROM MEMBERS. 
	

	4 
	ACCURACY
	NIL ERRORS AND NIL COMPLAINTS
	CORRECT DATA ENTRY
MAINTAIN CONFIDENTIALITY
	

	5
	COMMON SENSE
	SHOW INITIATIVE AND BE PROACTIVE
	ABILITY TO SOLVE PROBLEMS
CUSTOMER AND CLIENT SERVICE SKILLS.
	

	6 
	SELF MANAGEMENT
	WORK WITH MINIMAL SUPERVISION
	ABILITY TO WORK WITH MINIMAL SUPERVISION.
ABLE TO PRIORITISE TASKS QUICKLY. 
	


RECRUITMENT INFORMATION:

ESSENTIAL KNOWLEDGE:
1. UNDERSTANDING OF MEDICAL TERMINOLOGY.
2. KNOWLEDGE OF HEALTH FUNDS BILLINGS ARRANGEMENTS AND MEDICAL BILLINGS GENERALLY AND THIRD PARTY BILLING ARRANGEMENTS

3. KNOWLEDGE OF HOW OPERATING THEATRES AND DAY PROCEDURE CLINICS WORK.
4. ABILITY TO DEVELOP AND MAINTAIN SUPERIOR WORKING RELATIONSHIPS WITH MEDICAL SECRETARIES, THEATRE STAFF AND MEDICO’S.
5. ABILITY TO INTERPRET THEATRE LISTS.
6. COMPUTER LITERATE WITH GOOD WORKING KNOWLEDGE OF MS OFFICE.

7.   GOOD WORKING KNOWLEDGE OF QUICKBOOKS.

8.   FINANCIALLY LITERATE AND ABLE TO PERFORM RECONCILIATIONS OF ACCOUNTS

9.  QUICK LEARNER.

COMPETENCIES

1. Common sense approach with commercial focus and discipline.

2. Outcome focussed. Able to plan and use time effectively. Capable of multi-tasking.
3. High work ethic and strong discipline – analytical decision maker and able to think outside the square.
4. Able to build strong relationships with key stakeholders and maintain those relationships.
6. Highly computer literate.

7. Highly numerate and financially literate.

8. Adaptable, Flexible, Continuous learner with high work standards.

9. Organised, capable, responsible and accountable. 

10. Well presented with excellent verbal and written communication skills.
APPROVED:

DATE:

