roydl far west

caring for couritry kids.

Po sition De scription

Ourpuipose is to enhance the
health and well-being of country
children who are unable to access

health services and supportin their
local communitie s

Ourfocusis on children in rural and remote NSW whose life joumey willbe enriched
by ourspecific he alth inte rve ntions.
We support children with:
Development Behavioural Speech and Sensory Oral health
and leaming diffic ultie s language diffic ultie s - &
diffic ultie s d iffic ultie s audio & orthodontic
visual needs
OurValues:
We are We are We are We are We deliver
positive caring and professional collaborative and make a
and frie ndly in and and responsive difference
energe tic how we accountable in how we
in our operate in our work work
approach
Employee Name
Title Quality / Pocess Improvement Manager
Responsible to Operations Director
Remuneration Salary
Em ployment Sta tus Full Tme
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Quality / Process Inprovement Manager

Essential

- Previousexperience of setting up and/ormanaging a Pogramme Management
Office.

-  Excellent report wiiting, analyticaland auditing skills.

- Demonstrated knowledge and experience (preferable) of processimprovement
and quality management systems and theirapplic ation.

- Previousexperience of Change Management.

- Demonstrated knowledge and experience (preferable) of whole system impact
analysis.

- 'Thormugh knowledge ofaccreditation principles, relevant legislation and
accreditation standards.

- Ability to exercise sound judgementin decision making, handle multiple tasks and
meetdeadlnes.

-  Consultative approach and the ability to build rapport and effective relationships
with key stakeholders.

-  Proficiency in Mic o so ft Offic e suite.

-  Astrong commitmentto customerservice and quality outcomes.

Desirable

- Previousexperience in a similarpo sition within the health sector.

- Experence in matrix management and influe ncing witho ut autho rity.
-  Experience oflean principles.

- Experence ofsixsigma principles.

- Experience in processmapping.

-  Experience in motcause analysis.

-  Experience of presenting to seniorexecutivesand company Boards.

Purpose of the Position

The ole of the Quality/Process Inprovement Manageristo set up and monitorand report
on quality improvement initiative s throughout the organisation, working with the business
and the Senior Executive to priorities the se initiatives. In doing so the role isresponsible for
embedding the principle of Accreditation standards and ensuring on-going complance.

The rle will also take responsible forimplementation of specific initiatives act as advisory
expert to the business with regard process improvement, change management and
imp le me nta tion.

The mle wil take joint responsbility for reporting on and developing a framework for
Performance reporting.
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CORE VALUES & IEADERSHIP SKIIIS

Core Attribute s /
Ie adership Skills

Anticipated behaviours and attitudes - examples

Re sults Orentation

is consistently one of the top performers, bottom line orented,
steadfastly pushes self and others for results (RFW eg quality of
service delivery, occasions of service, number of new and
existing c lients, streamlined systems, discharge plansetc)

Stra te gic Ag ility

keeps an eye on the big picture, accurately scopes out the
length and difficulty of tasks, sees ahead cleady, is future
oriented,cancreate competitive and break-though strategies

Planning

breaks down work into the process steps, develops schedules
and tasks people to achieve specific assignments, anticipates
and adjusts for problems and mwadblocks, measures
performance against goals, evaluates re sults

Priority Se tting

spends his/ hertime and the time of others on what's important,
zers in on crtical issues and puts trivial issues aside, creates
focus, eliminatesmadblocks

Customer Focus

focusesequally on intemal and extemal customers, has a strong
“service ethic”, willing to go the extra mile

Ie adership Qualities

is good at establishing clear directions, brings out the best in
people, maintains two way dialogue with others on work and
results, and sets objec tive s, shows initia tive , inte g rity, e nthusia sm,
ze al, instils trust, stretc hes the goals, is ‘carng and sharnng’ and
interested in people

O1ganisational
Alignment

has comorate initiative, accepting of change, seeks to grow
and improve (contrbute to) the enterprise as a whole,
regardlessof position

Communic ation

has strong written and verbal presentation and facilita tion skills

Problem Solving

uses rigomus logic to solve difficult problems, gets effective
solutions, is collaborative, inclusive, acceptable, is skilled at
hone st analysis

Team Work considers best interests of the team ahead of self, best solution,
encourages mput and responsibility of others, delegates and
suppotts, relates well to all sorts of people, build approprnate
rapport

Self Confidence k willing to take on new responsiilities, confrontsand deals with
issues & problems with confidenc e, willing to take measured risks

Profe ssional displays good personal presentation, sound professional ethics,

Demeanour and approprate personalbehaviours, is re silie nt

Openness to Feedback
and Suggestions

is willing to see otheraltematives, willing to accept crticism and
use itto develop

Time Management

sets priorties and achieves goalsin given time, e ffic ie nt with use
ofown and others’ time
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KEY PERFO RMANCEINDICATORS - Quality / Process Inprovement Manager

1. Ieadership &
Management

Promote a culture amongst all employees that encourages
innovation, creativity and professionalism with regards to quality
improvement.

Ik responsible for championing an envimnment that reflects
excellence in continuous quality mprovement and rsk
management processes.

Promote a culture amongst all employees that puts safety at
the forefront of this o 1g anisa tion.

Wo 1k with staffto imple ment quality projec ts.

Coordinate and deliverthrough strong relationship building and
influencing skillsa processofchange acrossthe organisation.

2. Te c hnic al Skills

Quality/ProcessInprovement

Support management with the ongoing review and refinement
of quality initia tive s and service delivery ac tivitie s.

Develop, implement, communicate and maintain an on-going
quality plan in conjunction with key intemal stakeholders to
ensure compliance with accreditation standards. Identify and
pursue opportunities for benchmarking both intemally and
extemally.

Analyse data collected to form a basis for management to
evaluate and improve on curmentservice delivery.

Develop and implement a consumer feedback system,
including a system for tracking trends. Camny out an audit of
existing documentation and processes and make practical
recommendationsto management forimproveme nts.
Responsble formaintaining allnecessary files and
documentation forcompliance with the accreditation process.
Actasa liaison between the organisation and the
accreditation partnerforallaccreditation ¢ o mmunic a tio ns.
Using excellent customerservice skills e stablishes and maintains
effective working relationships with otheremployees.

Perform otherdutiesasrequired.

Information Management

In c onsultation with the Heath Systems and Ihnformation Manager.

Developmentofa frame workformanagementreporting.
Reporting on c ontinuo us impro ve me nt initia tive s.
Retrievalofdata foranalysis, service planning, development,
evaluation and c ontinuous improvement.

Liaise with ntemalcustomerson process, data migration/
analysis and projectrequire ments.

Collating and distrbuting data from vario us sourc e s within the
b usine ss.

Developsreportsasrequested.

Develops,documents, imple ments and managesprocesses
required to manage the collection of data and information.
Liaison with data end users to ide ntify any requirements for
system and process func tionality impro ve ment.

3. Professional
Development

Continually develops professionally to meetchanging career
and industry needs.
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Attendsallmandatory training sessions provided by the
organisation and isactively involved in othertraining and
developmentasrequired.

Actively participatesin the peformance management process.
Evaluatesown performance to identify strengthsand areas
where professionalgrowth canoccur.

Ikrecognized asa le model within the organisation.

Actsasa resource person forprocessimproveme nt, quality
management and accreditation matters.

4. Risk Management

Participate s with the implementation of strategies to reduce
risks/ po te ntial risk in the workplace.

Comply with allrelevant policies, standards and le gislative

e q uire me nts.

Iresponsible formonitoring and ¢ o mmunic ating risk issue s,
areasand indicators.

Ensure that quality / processimprovementsthatreduce riskare
approprately priortised.

5. Communication

Maintain efficient communic ation with allrele vant staff and
o1g anisa tions.

Understand the needs ofthe busnessthrough effective

¢ o mmunic a tio n.

6. Human Resources

Operate within Delegation of Authornty as per the Delegations
Manual

7. Financial
Management

Operate within Delegation of Authority as perthe Delegations
Manual

8. Work He alth &
Safety

Supportthe development, implementation and maintenance
of WHSpoliciesand procedures.

Support staff to ensure complance with relevant WHS
legislation and re quire me nts.

Comply with WHS statutory requirements and local WHS policy,
programsand procedures.

Ensure incidentsand hazardsare reported and investigated.
Report any workplace injuries within 24 hours to the HR
ManagerorClinical Services Manager.

Participate asrequired on the WHS Committee.

9. Quality
Inprovement

Setup and monitorand report on quality improvement
initia tive s thro ugho ut the organisation.

Wo rk with the busine ss and the Senior Exec utive to priorities
the se initia tive s.

Embedding the principle of Accreditation standards.
Ensuring on-going Accreditation compliance.
Implementation ofspecific initia tive s.

Advisory expert to the business with regard to process
improvement,change management and imple mentation.
Ikresponsible forthe development, inplementation and review
ofallorganisationalquality management guidelines.
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Quality / Process Inprovement Manager

Royal Far We st Authorisa tion

Authorised by:

Operations Director

Employee Declaration

I have read this Position Description, I understand the position requirements and
position demandsand agree that Ican fulfillits func tion to the standards outlined.

Tagree to comply with allrelevant policies.

Tunderstand that other duties may be directed from time to time and that Imay be
required to workin any area underthe jurisdic tion ofthe Board of Royal Far We st.

Talso agree to strictly observe the policy on confidentiality of information of staff and
client mformation and other sensitive or confidential information that I may come
acrossin the course of my employment.

Iam not aware of any reason, which might interffere with my ability to perform the
inherent require ments and demands of this po sition.

Employee Name:

Employee Signature: Date:
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