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Queensland Injectors Health Network Ltd.

Head Office:
PO Box 2470

Fortitude Valley BC 

QLD 4006 

TEL: 07-3620 8111

FAX: 07-3854 1070
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INFORMATION AND POSITION DESCRIPTION

Head Office (Brisbane) Office

Reception
Permanent Full Time (38 hours per week)
Between $20.98 to $22.57 per hour 

(salary range depending on qualifications, skills and experience) 

Maximum Salary Sacrifice Package Available
Opportunities offered for Professional Development
Submission preferred by email

For further information & to submit an application please contact:

Jennie Steele

executive.assistant@quihn.org 

Ph: (07) 3620 8111

Applications close 
Close of Business Monday 6 September 2010
1. Organisational Information
Queensland Injectors Health Network Ltd. (QuIHN) provides services for illicit drug users, injecting drugs users, and, services for those experiencing problematic illicit drug use (including their families and significant others) across Queensland. QuIHN receives most of their funding from Government Departments. QuIHN is a public company limited by guarantee and is governed by a Board of up to 9 Directors. Queensland Injectors Health Network (QuIHN) is a state-wide organisation and operates in several regions across Queensland: Gold Coast, Brisbane, Sunshine Coast, and, Cairns. Each region has different programs, targets, and staffing structures which are dependent upon available funding, client and regional needs. QuIHN generally provides the following services: Needle and Syringe Program’s (NSP’s), clinical and non clinical counselling, support services, distribution of information, education and training, welfare assistance, outreach, life skills programs and other programs and services that relate to illicit drug use, blood borne viruses, sexual health and other mental and physical health issues experienced by QuIHN’s target communities. NSP’s are established and funded for the specific purpose of ensuring the availability of sterile needles and syringes to injecting drug users (IDUs) to prevent the wider spread of BBV’s. NSP’s also provide health information, education, and referral to relevant services, as well as liaise with local agencies such as the police, local government, health, drug treatment and welfare agencies as well as other NSP services. QuIHN’s strategic vision is for an affirming holistic response to the health and well being of illicit drug users in Queensland. QuIHN’s strategic purpose: to identify, articulate and respond to the health needs and well being of illicit drug users by challenging perceptions relating to illicit drug use, by providing client services statewide, and by linking, partnering, and connecting with individuals, families, communities, business and government. QuIHN’s strategic goals include: 

· To provide access to both short and long term services 

· To raise awareness of and to foster a healthy understanding of issues facing drug users amongst community, business and government 

· To provide high quality, innovative, culturally appropriate, accessible and relevant human services 

· To provide opportunities and assistance to people who use or have used illicit drugs that facilitate their links to and participation in the community as valued members 

· To build a strong, sustainable and accountable organisation 

1. The Position:

Accountability

To: Ultimate accountability is to the Board of Directors and the General Manager of QuIHN, however the position will report directly to the Executive Assistant. The Executive Assistant is your direct line manager and all dealings should be directed through this position. In the absence of the Executive Assistant your role will report directly to the Assistant General Manager.
For: The performance of functions associated with the Receptionist (Head Office) position (Brisbane) as directed by the Executive Assistant (or in their absence the Assistant General Manager) and perform all other duties as described by the job description (Information and Position Description), operational plan, Company Policy, and the employment contract. You may be required to perform other duties as directed from time to time to suit organisational requirements and which are broadly consistent with your role. This position will be based at QuIHN’s Head (Brisbane) office.
The Program

· The person will effectively communicate and work within a multidisciplinary team environment

· The Receptionist position exists within the QuIHN Corporate Services team located in the Brisbane (Head) Office.

· The Head Office corporate services team includes the external Accountant, Bookkeeper and Accounts Coordinator, the Executive Assistant, the Information, Communications and Technology Officer, the Multimedia and Publications Officer, Reception and administration positions.

· The Corporate Services team has a focus on the provision of high quality corporate reception and ‘front of house’ administration to support program operations. This role will work within the Head office corporate services team.
The Focus of the Position

The Reception position will work as part of the Corporate Services Team. This team has a focus on the provision of high quality corporate administration and financial functions to support program operations. This role will work within the Head office (Brisbane). The Head Office Corporate services team includes the external Accountant, Bookkeeper and Accounts Coordinator, the Executive Assistant, the Corporate Support Officer, Information Communications and Technology Officer, the Multimedia and Publications Officer, Reception and Administration positions. 

The staff member in this position must work in close relation with all services and program areas, to ensure appropriate attention is given to front of house administration and reception.

The position is responsible for meeting the receptionist and ‘front of house’ administrative functions of the organization. Specifically the objectives of the position include:

· The provision of receptionist duties and administrative support and assistance to the organisations program areas, as well as the Corporate Services Team;

· The provision of quality administration support in conjunction with operational program staff; including the development, maintenance and documentation of systems to provide effective communication across the organisation; and
· Contribute to the implementation of organizational change initiatives, including participating in systems development for record keeping and other procedural requirements.
The position will undertake all work functions in accordance with the organisations commitment to harm minimisation policy and practice, which encompasses a balance between demand reduction (e.g. treatment and other services intended to assist individuals reduce and/or cease substance use) and harm reduction (e.g. needle and syringe programs and welfare assistance).
The staff member in this position must work in close partnership with all QuIHN Program areas and services to ensure appropriate attention is given to administration support and reception needs. 
Principles Duties, Responsibilities

The position is responsible for provision of effective administrational support and receptionist duties.
The Administration Support/Receptionist position will work within the following principles of operation, however duties specified are the minimum requirement for this position and duties may change with the demands of the role:

Key Duties

Ensure the effective delivery of administrative support in compliance with QuIHN Administrative Policies & Procedures, service agreements and relevant legislation through:

· Telephone reception and other communications

· Administrative and office support

· Administrative records management

· Minor purchasing functions

· Resource distribution

· Teamwork

Ensure effective agency communication through:

· Courteous and prompt reception in answering telephone enquiries, taking messages and distributing faxes
· Support in the development and implementation of communications systems as required

· Collection and distribution of incoming mail and post outgoing mail on daily basis
· Receiving and distribution of incoming emails on daily basis

· Maintenance of the staff movement register, motor vehicle booking register, room bookings and other calendar based bookings
· Assist in the maintenance of content and events for the public and internal intranet QuIHN web pages

Provide effective office support through:

· Collate Brisbane region activities weekly and promptly distribute around the office and to the Multimedia & Publications Officer

· Operation and maintenance of the following office equipment: facsimile, photocopier, and telephone system, including equipment breakdown follow up

· Maintain incoming mail register, as well as outgoing mail
· Assisting the Corporate Administration and Support role in the annual count of assets 

Cost effective purchasing functions by:

· Bulk ordering of stationery and other office supplies as necessary

· Placing bulk orders through preferred low-cost suppliers

· Reviewing other potential suppliers’ competitive pricings for cost savings

Effective revenue raising functions by:

· Filling and distribution of resources orders

· Organising payment for distribution of resources

· Review of the contents in the order forms to ensure these are up-to-date
· Regular review of the demand and stocking levels for resources to assess the level of resource reprints required
Provide team support through:

· Active participation in team meetings and other forums, as required

· The exercise of initiative to develop the administrative system

· Making relevant positive contribution to an effective functioning team 

· Provision of assistance and support to the Corporate team, as required

The person will need to be able to liaise and work with all internal teams and external contractors and other external parties. 
The appointee will be required to attend staff meetings as required.

All staff members are expected to work within the harm minimisation philosophy and guidelines of QuIHN and comply with and utilise contemporary office management requirements and practices, including workplace health and safety, equal employment opportunity and anti-discrimination policies.
Knowledge and skills required

· Excellent internal and external organizational and interpersonal, communication, negotiation and conflict resolution skills

· Highly developed organizational and time management skills

· Demonstrated excellent verbal and written communication skills, including record keeping, negotiation and secretarial skills.

· Demonstrate flexibility in work assignments and ability to cope with organisational change management 

· Ability to create an environment supportive of clients and staff working in and from difficult and diverse social and cultural backgrounds

· Ability to liaise with communities, organisations and partnerships both within and beyond the health sector

· Demonstrated skills and experience in planning, time management and record keeping
· A strong commitment to the vision and goals of QuIHN

Required key positional attributes

· Thinks creatively and solves problems effectively

· Links own work to QuIHN’s philosophy and goals

· Applies innovative and creative approaches to tasks, issues and problems

· Shows judgement, intelligence and common sense

· Preparedness to work with limited resources within a challenging environment
· Demonstrates adaptability, flexibility and credibility 
· Demonstrates personal drive and integrity

· Demonstrates integrity, professionalism and a sense of mission and purpose
· Understands boundaries and demonstrated ability to adhere to them

· Takes ownership and responsibility for mistakes

· Creates a work environment of emotional support promoting trustworthiness and friendliness at all levels

· Achieves results 

· Action orientated 

· Ability to schedule, prioritise tasks and specify processes and deadlines to be followed
· Demonstrates effective time management skills

· Responds to staff needs and prioritises resources

· Shares expertise and uses technology effectively

· Achieves outcomes and set targets within appropriate deadlines with minimal error

· Demonstrates forward planning skills including seeking advice and assistance 

· Communicates effectively

· Demonstrated excellent verbal and written communication skills

· Listens, understands and adapts to staff needs
· Negotiates effectively and uses conflict management principles

· Patience and flexibility

· Works productively with Others

· Commitment to team work within a multidisciplinary team setting
· Maintains both internal and external positive working relationships

· Values and understands individual differences and diversity

· Works as part of team cooperatively and supports all team members
· Participates, drives and believes in change and improvement process

Other Requirements

It is highly desirable if the applicant has previous front of house or reception experience.

The successful applicant must hold a current valid Qld driver’s licence (or equivalent).

The appointee will be required to attend staff meetings and other external appointments as required.

All staff members are expected to work within the harm minimisation philosophy and guidelines of QuIHN, and to comply with and utilise contemporary office management requirements and practices, including workplace health and safety, equal employment opportunity and anti-discrimination policies.
2. Selection:

The appointee will be selected through a fair, competitive and merit based process.  

· Applications will be assessed by a Selection Panel to ensure that they address the key requirements, skills, and personal attributes.  All applications which have effectively addressed such criteria will be considered for an interview.

· The Selection Panel will read all the applications and will make offers for interviews on the basis of the applicants’ responses to the selection criteria.

· Those who are short-listed will be invited to an interview.

· Interviews will be conducted on a matrix basis with the scoring being given on the perceived competency level of the applicants.  If, after the selection process has concluded and it is found that two or more applicants are of the same or similar competency level, the referees given by the applicants will be contacted, after which the appointment will be made.

· The General Manager of QuIHN will make the successful applicant an offer in writing within two days of notification from the Selection Committee.  All other applicants will be advised of the outcome within seven days of the appointment   being made.

3. Conditions of Employment:

Remuneration Package

The remuneration salary package for this position will be in line with the responsibilities of the position and with the Social, Community, Home Care, and Disability Services Industry Award (2010) Grade depending on experience and qualification and is specified in the Contract of Employment (Terms and Conditions).

The Company is an equal opportunity employer and all employees are covered by the current Federal and State legislation relating to employment.

Salary packaging is available. 

The position classification is specified in the Contract of Employment (Terms and Conditions).

4. Making your Application & Selection Criteria: (Applicants must provide a Resume/CV and address the key duties and skill requirements in writing to be considered for this position)

In order to apply for this position you must complete provide the following:

· Your current Resume/Curriculum Vitae (CV), including referees. Applicants must seek approval prior to nominating a person as a referee. Referees should have a thorough knowledge of your work performance and conduct, and it is preferable to include your current/immediate past supervisor. By providing the names and contact details of your referee/s you consent for these people to be contacted by the selection panel. If you do not wish for a referee to be contacted, please indicate this in your resume and contact the nominated contact provided in this application package to discuss. If you wish to provide referees after being shortlisted for interview please indicate this in your resume.

· A short statement (maximum 2 pages) on how your experience, abilities, knowledge and personal qualities and attributes are relevant to the role, taking into account the key responsibilities, skills and attributes noted in this application package under the headings of Key duties, knowledge and skills required, key personal attributes and other requirements identified above.

· Applicant Information personal details form which is provided at the end of this application package.

6.   Applicant Information:
	APPLICANT INFORMATION

	APPLICANT

	Name Applicant:

     

	
	

	Personal information

	Home Address:

     
	Suburb, State and Post Code

     

	Postal Address: (If different from home address)

     
	Suburb, State and Post Code

     

	Home Phone:

     
	Mobile Phone:

     
	Fax:

     

	
	

	REFEREE DETAILS (may be provided following interview short listing)

	Referee 1 Contact Details:

     
	Relationship:

     

	Home phone:

     
	Work phone:

     
	Mobile Phone:

     

	Street Address:

     
	Suburb, State and Post Code:

     

	
	

	Referee 2 Contact Details:

     
	Relationship:

     

	Home phone:

     
	Work phone:

     
	Mobile Phone:

     

	Street Address:

     
	Suburb, State and Post Code:

     

	
	

	Referee 3 Contact Details (Optional):

     
	Relationship:

     

	Home phone:

     
	Work phone:

     
	Mobile Phone:

     

	Street Address:

     
	Suburb, State and Post Code:
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