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Position De sc ription  

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Employe e  Na me   

Title  Qua lity /  Pro c e ss Impro ve me nt Ma na g e r 

Re sponsible  to  Ope ra tio ns Dire c to r 

Re mune ra tion Sa la ry  

Employme nt Sta tus Full Time  

 

Our purpose  is to  e nha nc e  the  

he a lth a nd we ll- be ing  of c ountry 

c hildre n who a re  una ble  to  a c c e ss 

he a lth se rvic e s a nd support in the ir 

loc a l c ommunitie s 

Our foc us is on c hildre n in rura l a nd re mote  NSW whose  life  journe y will be  e nric he d 

by our spe c ific  he a lth inte rve ntions. 

We  support c hildre n with:  

Our Va lue s: 

We  a re  

positive  

a nd 

e ne rg e tic  

in our 

a pproa c h 

We  a re  

c a ring  a nd 

frie ndly in 

how we  

ope ra te  

We  a re  

profe ssiona l 

a nd 

a c c ounta ble  

in our work 

We  a re  

c olla bora tive  

a nd re sponsive  

in how we  

work 

We  de live r 

a nd ma ke  a  

diffe re nc e   

Spe e c h a nd 

la ng ua g e  

diffic ultie s  

Se nsory 

diffic ultie s – 

a udio  & 

visua l 

Ora l he a lth 

& 

orthodontic  

ne e ds 

Be ha vioura l 

diffic ultie s 

De ve lopme nt 

a nd le a rning  

diffic ultie s  
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Qua lity /  Proc e ss Improve me nt Ma na g e r   

 

Esse ntia l 

- Pre vio us e xpe rie nc e  o f se tting  up  a nd / o r ma na g ing  a  Pro g ra mme  Ma na g e me nt 

Offic e . 

- Exc e lle nt re po rt writing , a na lytic a l a nd  a ud iting  skills. 

- De mo nstra te d  kno wle dg e  a nd  e xpe rie nc e  (pre fe ra b le ) o f p ro c e ss impro ve me nt 

a nd  q ua lity ma na g e me nt syste ms a nd  the ir a pp lic a tio n. 

- Pre vio us e xpe rie nc e  o f Cha ng e  Ma na g e me nt. 

- De mo nstra te d  kno wle dg e  a nd  e xpe rie nc e  (pre fe ra b le ) o f who le  syste m impa c t 

a na lysis. 

- Tho ro ug h kno wle dg e  o f a c c re d ita tio n princ ip le s, re le va nt le g isla tio n a nd  

a c c re dita tio n sta nda rds. 

- Ab ility to  e xe rc ise  so und  judg e me nt in de c isio n ma king , ha nd le  multip le  ta sks a nd  

me e t de a d line s. 

- Co nsulta tive  a ppro a c h a nd  the  a b ility to  b uild  ra ppo rt a nd  e ffe c tive  re la tio nships 

with ke y sta ke ho lde rs. 

- Pro fic ie nc y in Mic ro so ft Offic e  suite . 

- A stro ng  c o mmitme nt to  c usto me r se rvic e  a nd  q ua lity o utc o me s. 

 

De sira ble  

- Pre vio us e xpe rie nc e  in a  simila r po sitio n within the  he a lth se c to r. 

- Expe rie nc e  in ma trix ma na g e me nt a nd  influe nc ing  witho ut a utho rity. 

- Expe rie nc e  o f Le a n princ ip le s. 

- Expe rie nc e  o f six sig ma  princ ip le s. 

- Expe rie nc e  in pro c e ss ma pping . 

- Expe rie nc e  in ro o t c a use  a na lysis. 

- Expe rie nc e  o f pre se nting  to  se nio r e xe c utive s a nd  c o mpa ny Bo a rds. 

 

Purpose  o f the  Position 

The  ro le  o f the  Qua lity/ Pro c e ss Impro ve me nt Ma na g e r is to  se t up  a nd  mo nito r a nd  re po rt 

o n q ua lity impro ve me nt initia tive s thro ug ho ut the  o rg a nisa tio n, wo rking  with the  b usine ss 

a nd  the  Se nio r Exe c utive  to  p rio ritie s the se  initia tive s.  In do ing  so  the  ro le  is re spo nsib le  fo r 

e mb e dd ing  the  princ ip le  o f Ac c re d ita tio n sta nda rds a nd  e nsuring  o n-g o ing  c o mplia nc e . 

The  ro le  will a lso  ta ke  re spo nsib le  fo r imple me nta tio n o f spe c ific  initia tive s a c t a s a dviso ry 

e xpe rt to  the  b usine ss with re g a rd  pro c e ss impro ve me nt, c ha ng e  ma na g e me nt a nd  

imple me nta tio n. 

The  ro le  will ta ke  jo int re spo nsib ility fo r re po rting  o n a nd  de ve lo p ing  a  fra me wo rk fo r 

Pe rfo rma nc e  re po rting . 
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CORE VALUES & LEADERSHIP SKILLS 

 

Core  Attribute s /  

Le a de rship Skills 

Antic ipa te d be ha viours a nd a ttitude s -  e xa mple s 

Re sults Orie nta tion  is c o nsiste ntly o ne  o f the  to p  pe rfo rme rs, b o tto m line  o rie nte d , 

ste a d fa stly pushe s se lf a nd  o the rs fo r re sults (RFW e g  q ua lity o f 

se rvic e  de live ry, o c c a sio ns o f se rvic e , numb e r o f ne w a nd  

e xisting  c lie nts, stre a mline d  syste ms, d isc ha rg e  p la ns e tc ) 

Stra te g ic  Ag ility  ke e ps a n e ye  o n the  b ig  p ic ture , a c c ura te ly sc o pe s o ut the  

le ng th a nd  d iffic ulty o f ta sks, se e s a he a d  c le a rly, is future  

o rie nte d , c a n c re a te  c o mpe titive  a nd  b re a k-tho ug h stra te g ie s 

Pla nning  b re a ks do wn wo rk into  the  pro c e ss ste ps, de ve lo ps sc he dule s 

a nd  ta sks pe o p le  to  a c hie ve  spe c ific  a ssig nme nts, a ntic ipa te s 

a nd  a d justs fo r pro b le ms a nd  ro a db lo c ks, me a sure s 

pe rfo rma nc e  a g a inst g o a ls, e va lua te s re sults 

Priority Se tting  spe nds his/  he r time  a nd  the  time  o f o the rs o n wha t’ s impo rta nt, 

ze ro s in o n c ritic a l issue s a nd  puts trivia l issue s a side , c re a te s 

fo c us, e limina te s ro a db lo c ks 

Custome r  Foc us  fo c use s e q ua lly o n inte rna l a nd  e xte rna l c usto me rs, ha s a  stro ng  

“se rvic e  e thic ” , willing  to  g o  the  e xtra  mile  

Le a de rship Qua litie s  is g o o d  a t e sta b lishing  c le a r d ire c tio ns, b ring s o ut the  b e st in 

pe o p le , ma inta ins two  wa y d ia lo g ue  with o the rs o n wo rk a nd  

re sults, a nd  se ts o b je c tive s, sho ws initia tive , inte g rity, e nthusia sm, 

ze a l, instils trust, stre tc he s the  g o a ls, is ‘ c a ring  a nd  sha ring ’  a nd  

inte re ste d  in pe o p le  

Org a nisa tiona l 

Alig nme nt  

ha s c o rpo ra te  initia tive , a c c e pting  o f c ha ng e , se e ks to  g ro w 

a nd  impro ve  (c o ntrib ute  to ) the  e nte rprise  a s a  who le , 

re g a rd le ss o f po sitio n 

Communic a tion  ha s stro ng  writte n a nd  ve rb a l, p re se nta tio n  a nd  fa c ilita tio n skills 

Proble m Solving  use s rig o ro us lo g ic  to  so lve  d iffic ult pro b le ms, g e ts e ffe c tive  

so lutio ns, is c o lla b o ra tive , inc lusive , a c c e pta b le , is skille d  a t 

ho ne st a na lysis 

Te a m Work c o nside rs b e st inte re sts o f the  te a m a he a d  o f se lf, b e st so lutio n, 

e nc o ura g e s input a nd  re spo nsib ility o f o the rs, de le g a te s a nd  

suppo rts, re la te s we ll to  a ll so rts o f pe o p le , b uild  a ppro pria te  

ra ppo rt 

Se lf Confide nc e   Is willing  to  ta ke  o n ne w re spo nsib ilitie s, c o nfro nts a nd  de a ls  with 

issue s & pro b le ms with c o nfide nc e , willing  to  ta ke  me a sure d  risks 

Profe ssiona l 

De me a nour  

d isp la ys g o o d  pe rso na l pre se nta tio n, so und  pro fe ssio na l e thic s, 

a nd  a ppro pria te  pe rso na l b e ha vio urs, is re silie nt 

Ope nne ss to  Fe e dba c k 

a nd Sug g e stions 

is willing  to  se e  o the r a lte rna tive s, willing  to  a c c e pt c ritic ism a nd  

use  it to  de ve lo p  

Time  Ma na g e me nt se ts p rio ritie s a nd  a c hie ve s g o a ls in g ive n time , e ffic ie nt with use  

o f o wn a nd  o the rs’  time  

 



Qua lity /  Pro c e ss Impro ve me nt Ma na g e r  Pa g e  4 o f 6 

PD La st Re vie we d : Ma y 2014  

KEY PERFORMANCE INDICATORS – Qua lity /  Proc e ss Improve me nt Ma na g e r 

 

1. Le a de rship & 

Ma na g e me nt 

 

 

- Pro mo te  a  c ulture  a mo ng st a ll e mplo ye e s tha t e nc o ura g e s 

inno va tio n, c re a tivity a nd  p ro fe ssio na lism with re g a rd s to  q ua lity 

impro ve me nt.  

- Is re spo nsib le  fo r c ha mpio ning  a n e nviro nme nt tha t re fle c ts 

e xc e lle nc e  in c o ntinuo us q ua lity impro ve me nt a nd  risk 

ma na g e me nt pro c e sse s.  

- Pro mo te  a  c ulture  a mo ng st a ll e mplo ye e s tha t puts sa fe ty a t 

the  fo re fro nt o f this o rg a nisa tio n.  

- Wo rk with sta ff to  imple me nt q ua lity p ro je c ts. 

- Co o rd ina te  a nd  d e live r thro ug h stro ng  re la tio nship  b uild ing  a nd  

influe nc ing  skills a  pro c e ss o f c ha ng e  a c ro ss the  o rg a nisa tio n. 

2. Te c hnic a l Skills  

 

 

Qua lity/ Pro c e ss Impro ve me nt 

- Suppo rt ma na g e me nt with the  o ng o ing  re vie w a nd  re fine me nt 

o f q ua lity initia tive s a nd  se rvic e  d e live ry a c tivitie s. 

- De ve lo p , imple me nt, c o mmunic a te  a nd  ma inta in a n o n-g o ing  

q ua lity p la n in c o njunc tio n with ke y inte rna l sta ke ho ld e rs to  

e nsure  c o mplia nc e  with a c c re dita tio n sta nda rds.  Ide ntify a nd  

pursue  o ppo rtunitie s fo r b e nc hma rking  b o th inte rna lly a nd  

e xte rna lly. 

- Ana lyse  da ta  c o lle c te d  to  fo rm a  b a sis fo r ma na g e me nt to  

e va lua te  a nd  impro ve  o n c urre nt se rvic e  de live ry. 

- De ve lo p  a nd  imple me nt a  c o nsume r fe e db a c k syste m, 

inc lud ing  a  syste m fo r tra c king  tre nd s.  Ca rry o ut a n a udit o f 

e xisting  do c ume nta tio n a nd  pro c e sse s a nd  ma ke  pra c tic a l 

re c o mme nd a tio ns to  ma na g e me nt fo r imp ro ve me nts. 

- Re spo nsib le  fo r ma inta ining  a ll ne c e ssa ry file s a nd  

do c ume nta tio n fo r c o mplia nc e  with the  a c c re d ita tio n pro c e ss. 

- Ac t a s a  lia iso n b e twe e n the  o rg a nisa tio n a nd  the  

a c c re d ita tio n pa rtne r fo r a ll a c c re d ita tio n c o mmunic a tio ns. 

- Using  e xc e lle nt c usto me r se rvic e  skills e sta b lishe s a nd  ma inta ins 

e ffe c tive  wo rking  re la tio nships with o the r e mplo ye e s. 

- Pe rfo rm o the r dutie s a s re q uire d .  

 

Info rma tio n Ma na g e me nt 

In c o nsulta tio n with the  He a th Syste ms a nd  Info rma tio n Ma na g e r: 

- De ve lo pme nt o f a  fra me  wo rk fo r ma na g e me nt re po rting . 

- Re po rting  o n c o ntinuo us impro ve me nt initia tive s. 

- Re trie va l o f da ta  fo r a na lysis, se rvic e  p la nning , de ve lo pme nt, 

e va lua tio n a nd  c o ntinuo us impro ve me nt. 

- Lia ise  with inte rna l c usto me rs o n pro c e ss, da ta  mig ra tio n/  

a na lysis a nd  pro je c t re q uire me nts. 

- Co lla ting  a nd  d istrib uting  da ta  fro m va rio us so urc e s within the  

b usine ss. 

- De ve lo ps re po rts a s re q ue ste d . 

- De ve lo p s, d o c ume nts, imple me nts a nd  ma na g e s p ro c e sse s 

re q uire d  to  ma na g e  the  c o lle c tio n o f d a ta  a nd  info rma tio n. 

- Lia iso n with da ta  e nd  use rs to  ide ntify a ny re q uire me nts fo r 

syste m a nd  pro c e ss func tio na lity impro ve me nt. 

3. Profe ssiona l 

De ve lopme nt 

- Co ntinua lly d e ve lo ps pro fe ssio na lly to  me e t c ha ng ing  c a re e r 

a nd  industry ne e ds. 
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- Atte nds a ll ma nda to ry tra ining  se ssio ns pro vide d  b y the  

o rg a nisa tio n a nd  is a c tive ly invo lve d  in o the r tra ining  a nd  

de ve lo pme nt a s re q uire d .  

- Ac tive ly pa rtic ipa te s in the  pe rfo rma nc e  ma na g e me nt pro c e ss. 

- Eva lua te s o wn pe rfo rma nc e  to  ide ntify stre ng ths a nd  a re a s 

whe re  pro fe ssio na l g ro wth c a n o c c ur.  

- Is re c o g nize d  a s a  ro le  mo de l within the  o rg a nisa tio n. 

- Ac ts a s a  re so urc e  pe rso n fo r pro c e ss impro ve me nt, q ua lity 

ma na g e me nt a nd  a c c re d ita tio n ma tte rs. 

4. Risk Ma na g e me nt 

 

 

- Pa rtic ipa te s with the  imple me nta tio n o f stra te g ie s to  re duc e  

risks/ po te ntia l risk in the  wo rkp la c e . 

- Co mply with a ll re le va nt po lic ie s, sta nda rds a nd  le g isla tive  

re q uire me nts. 

- Is re spo nsib le  fo r mo nito ring  a nd  c o mmunic a ting  risk issue s, 

a re a s a nd  ind ic a to rs.  

- Ensure  tha t q ua lity /  p ro c e ss impro ve me nts tha t re duc e  risk a re  

a ppro pria te ly prio ritise d . 

5. Communic a tion 

 

 

- Ma inta in e ffic ie nt c o mmunic a tio n with a ll re le va nt sta ff a nd  

o rg a nisa tio ns. 

- Unde rsta nd  the  ne e ds o f the  b usine ss thro ug h e ffe c tive  

c o mmunic a tio n. 

6. Huma n Re sourc e s  

 

- Ope ra te  within De le g a tio n o f Autho rity a s pe r the  De le g a tio ns 

Ma nua l. 

7. Fina nc ia l 

Ma na g e me nt 

- Ope ra te  within De le g a tio n o f Autho rity a s pe r the  De le g a tio ns 

Ma nua l. 

8. Work He a lth & 

Sa fe ty  

 

 

- Suppo rt the  de ve lo pme nt, imple me nta tio n a nd  ma inte na nc e  

o f WHS po lic ie s a nd  pro c e dure s. 

- Suppo rt sta ff to  e nsure  c o mplia nc e  with re le va nt WHS 

le g isla tio n a nd  re q uire me nts. 

- Co mply with WHS sta tuto ry re q uire me nts a nd  lo c a l WHS po lic y, 

pro g ra ms a nd  pro c e dure s. 

- Ensure  inc ide nts a nd  ha za rds a re  re po rte d  a nd  inve stig a te d . 

- Re po rt a ny wo rkp la c e  injurie s within 24 ho urs to  the  HR 

Ma na g e r o r Clinic a l Se rvic e s Ma na g e r. 

-  Pa rtic ipa te  a s re q uire d  o n the  WHS Co mmitte e . 

9. Qua lity 

Improve me nt 

 

 

- Se t up  a nd  mo nito r a nd  re po rt o n q ua lity impro ve me nt 

initia tive s thro ug ho ut the  o rg a nisa tio n. 

- Wo rk with the  b usine ss a nd  the  Se nio r Exe c utive  to  prio ritie s 

the se  initia tive s.   

- Emb e dd ing  the  princ ip le  o f Ac c re d ita tio n sta nda rds. 

- Ensuring  o n-g o ing  Ac c re d ita tio n c o mplia nc e . 

- Imple me nta tio n o f spe c ific  initia tive s. 

- Adviso ry e xpe rt to  the  b usine ss with re g a rd  to  pro c e ss 

impro ve me nt, c ha ng e  ma na g e me nt a nd  imple me nta tio n. 

- Is re spo nsib le  fo r the  de ve lo pme nt, imple me nta tio n a nd  re vie w 

o f a ll o rg a nisa tio na l q ua lity ma na g e me nt g uide line s.  
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Qua lity /  Proc e ss Improve me nt Ma na g e r 

 

 

Roya l Fa r We st Authorisa tion 

 

Authorise d by: ___________________________________________________________ 

                                                    Ope ra tions Dire c tor 

Employe e  De c la ra tion 

I ha ve  re a d  this Po sitio n De sc rip tio n, I unde rsta nd  the  po sitio n re q uire me nts a nd  

po sitio n d e ma nd s a nd  a g re e  tha t I c a n fulfill its func tio n to  the  sta nd a rds o utline d .   

I a g re e  to  c o mply with a ll re le va nt po lic ie s. 

I unde rsta nd  tha t o the r dutie s ma y b e  d ire c te d  fro m time  to  time  a nd  tha t I ma y b e  

re q uire d  to  wo rk in a ny a re a  unde r the  jurisd ic tio n o f the  Bo a rd  o f Ro ya l Fa r We st. 

I a lso  a g re e  to  stric tly o b se rve  the  po lic y o n c o nfide ntia lity o f info rma tio n o f sta ff a nd  

c lie nt info rma tio n a nd o the r se nsitive  o r c o nfide ntia l info rma tio n tha t I ma y c o me  

a c ro ss in the  c o urse  o f my e mplo yme nt. 

I a m no t a wa re  o f a ny re a so n, whic h mig ht inte rfe re  with my a b ility to  pe rfo rm the  

inhe re nt re q uire me nts a nd  de ma nds o f this po sitio n. 

 

Employe e  Na me : ____________________________________________________________ 

 

Employe e  Sig na ture : _________________________________  Da te : _________________ 

 

 


