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  Amana Living 
POSITION DESCRIPTION

	


POSITION TITLE:

Administration Manager 
DEPARTMENT/SECTION:

Administration
REPORTING TO:

GM Strategy & Corporate Support 
DATE REVISED:
  
1 August, 2011 
	


Position Mission:

To proactively lead the Amana Living Corporate Office Administration Department to provide high levels of service in administration, records and document management, reception and general support to the Corporate Office. 
Position Objectives:
Maintain responsibility for the following areas:- 

· Leadership of the Administration Department:  Provide ongoing management, planning and control of the Administration and Corporate Office Reception including achievement of targets, workflow and customer service.
· Records and Document Management 
Lead the implementation of a user-friendly records and document management system within Corporate Office
· Financial Management: Establish and manage financial controls for Administration including annual budgets and financial reporting.

· Management Systems: Ensure the following management systems are maintained and kept up to date at all times:-

· Corporate Policies and Procedures

· Centralised Contracts & Agreements Register
· Security Access Register

· Delegated Authority Register
· Seal Register

· Insurance Register

· Records Management 

· Corporate Governance: Lead and manage the administration, documentation and record of the following: 
·  Certificate of Incorporation
· Charitable Licence Registration

· Trademark Registration

· Insurance: Manage the  annual insurance renewal process. 
· Document Control: Oversee process for ensuring all Corporate Policies and Procedures are up to date and accessible for staff. 
· Projects:  Undertake any projects or activities as required.

· Amana Living Team:  Make a proactive contribution to the Corporate Office and constructively build the desired organisational and team culture.

Reporting Relationships:

The Administration Manager reports to the GM Strategy and Corporate Support. Two Administration Assistants report directly to the Administration Manager.
Organisational Context:

Amana Living is the principal aged care agency of the Diocese of Perth and one of the largest and most progressive Church and Charitable aged care providers in Western Australia, having serviced the community since 1962. Our modern, accredited facilities employ just over 1000 multi-disciplinary staff and approximately 410 volunteers.

Our accommodation incorporates five nursing homes, 11 hostels, two dementia-specific hostels and co-located respite centres, three dementia-specific day care centres, 18 retirement villages and a range of community and Stay Home services. With such a diverse range of accommodation for our  residents, clients and families, Amana Living is able to provide and support opportunities for older people to live as independently as possible.

Key Activities and Performance Indicators

	KEY RESULT AREA
	KEY ACTIVITIES
	KEY PERFORMANCE INDICATORS

	Leadership & Finance
	· Ensure that Administration provides a seamless and efficient service.
· All systems are developed, implemented and managed on an ongoing basis.

· Finances are monitored and controlled.
	Users of the Administration Department are satisfied with the level of customer service.

That all financial controls are maintained and budget requirements are adhered to.

	Corporate Governance
	· To ensure all relevant certificates and registrations are maintained at all times
· Maintain seal registers and report to the Board on seal usage. 
	All procedures are followed under the relevant Constitutions.


	KEY RESULT AREA
	KEY ACTIVITIES
	KEY PERFORMANCE INDICATORS

	Insurance
	· Preparation and submission of the annual insurance process for Amana Living.

· Daily management and processing of all insurance claims (excluding workers comp).
	That all deadlines are met for renewal of insurance policies, and claims management is undertaken in accordance with terms and conditions of applicable insurance policies.

	Document Control
	· Oversee process for ensuring all ALI Policy and Procedures are up to date and accessible for staff.
	Policies are developed, updated and distributed in a timely and efficient manner to all relevant staff. 

	Projects
	· Manage projects and/or activities as agreed with the GM Strategy & Corporate Support .
	Projects are successfully completed within budget, on time and desired outcomes achieved.

	Head Office Reception
	· Ensure a professional, seamless and efficient service is provided to all customers of reception both internal and external. 
	Users of Reception are satisfied with the service. 

	Contribution to ALI Corporate Office Team
	· Proactively contribute to the integrated Corporate Office team, and constructively build the desired organisational and team culture.
	User satisfaction with the service, conduct and attitude of the Administration Team.


Key Relationships: 

	INTERNAL
	PURPOSE OF CONTACT



	Leadership Team
	To provide support and advice on matters and to assist with any duties requested.



	GM Strategy & Corporate Support 
	To assist with any tasks and day to day activities, and to receive guidance and future projects.




	EXTERNAL
	PURPOSE OF CONTACT



	Anglican Church Office
	Ensure obligations are met under ALI, SJMTF and ALAF Constitutions.

	Board Members
	Ensure obligations are met under ALI, SJMTF and ALAF Constitutions and for reporting purposes.

	Industry
	As required.


Freedom to Act

The Administration Manager is able to act autonomously in making decisions that are necessary to carry out the assigned responsibilities contained within this position description provided that such action does not deviate from the Delegated Authority Register, established policies, procedures, approved plans or budgets. 
Knowledge, Skills and Experience Required:

Skills

· Proven ability to lead, manage and influence others

· Ability to operate autonomously and accept accountabilities

· Strong interpersonal skills, including the ability to communicate effectively with a wide range of people at various levels within the organisation and externally
· Financial management skills

· Records and Document Management skills and experience 

· Ability to negotiate and manage conflict

· Confident in public speaking
· Customer focussed and solutions oriented

· Advanced research, analysing and problem solving skills

· Advanced report writing skills

· Ability to interpret and develop policies and procedures

· Enthusiastic, high energy “people person”

· Ability to make a proactive contribution to the wider team
· Proficient in the use of Microsoft Office (Outlook, Word, Excel, Powerpoint)
· Insurance management knowledge
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