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Data Officer
Part-time
16 January 2012
THE ORGANISATION



Rural Health West is a not-for-profit, membership-based organisation. It is a company limited by guarantee, funded by the State and Commonwealth governments to support communities in rural and remote Western Australia through the recruitment and retention of a high quality, sustainable health workforce and the provision of direct community services.
Further information is available at www.ruralhealthwest.com.au/go/employment 
	Data Officer 
(Part-time: 3 days per week/22.5 hours per week)
Would you like to work in an interesting team environment?

Central location, excellent salary (Range $54,914 - $61,058 pro rata)
+ tax free salary packaging

 

Rural Health West is looking to recruit a Data Officer to support the maintenance, integrity and functionality of all its databases that support a range of clinical recruitment and retention programs.

If you have excellent Access and SQL design and maintenance skills, good verbal and interpersonal skills, can work independently and enjoy working as part of a team we would love to hear from you. 
Rural Health West offers excellent employment benefits and promotes a positive workplace culture:
· Tax free salary packaging of $16,050 per annum
· Additional annual leave opportunities
Applicants should address the selection criteria which is available at:

www.ruralhealthwest.com.au/go/employment

For further information:

Email hr@ruralhealthwest.com.au or phone the Human Resources Coordinator on 08 6389 4500
Closing date for applications is 5.00pm Monday, 6 February 2012

Rural Health West is a not-for-profit organisation supporting communities in rural and remote Western Australia through the recruitment and retention of a high quality, sustainable health workforce.


POSITION DESCRIPTION

Date:


10 January 2012
SECTION 1:
POSITION IDENTIFICATION

Position Title:
Data Officer
Position Number: 
SP 03
Classification:

Level 5
SECTION 2:  POSITION RELATIONSHIPS

Position responsible to:  Manager Special Projects
Positions with direct responsibility to this position:  Nil

SECTION 3:  CERTIFICATION

The details contained in this document are an accurate statement of the duties, responsibilities and other requirements of the position.

Signature:  ___________________________________
Date:  ____________

                                    Manager Special Projects
Signature:  ___________________________________
Date:  ____________

                                    Chief Executive Officer

As occupant of the position I have noted the statement of duties, responsibilities and other requirements as detailed in this document.

Name: 
       ____________________________________
Signature:  ____________________________________
Date:  ____________

Date appointed to this position:  _____________________________________

SECTION 4:  KEY RESPONSIBILITIES

Support the maintenance, integrity and functionality of all Rural Health West databases and the provision of information and reports as required. 

SECTION 5:  LEVEL OF RESPONSIBILITY
The applicant will work as the Data Officer in the Special Projects team, working collaboratively with other team members and responsible to the Manager Special Projects. 

SECTION 6:  STATEMENT OF DUTIES

1. Database management and reports

Under the general direction of the Manager Special Projects:
a. Support the Data Coordinator in the maintenance, integrity and functionality of all Rural Health West databases and the provision of information and reports as required. 
b. Undertake ongoing data entry to maintain the currency of the databases.
c. Work with the Data Coordinator to develop and amend databases to ensure that they are responsive to program and organisational needs.

d. Undertake ongoing liaison with medical, nursing and allied organisations in order to facilitate the collection of accurate workforce data for medical practitioners, allied health and nursing workforce in rural and remote Western Australia.

e. Provide data reports to Rural Health West management and staff as directed by the Data Coordinator and Manager Special Projects.
f. Participate in data collection, evaluation and reporting activities in relation to all Rural Health West programs as required.

g. Provide assistance, support, advice and training to managers with regards to data collection and analysis programs.

2. Other duties as directed.
SECTION 7:  SELECTION CRITERIA

Essential

· Relevant tertiary qualifications 

· Demonstrated substantial relevant experience in the design, operation and maintenance of Microsoft Access databases and utilisation of SQL

· High level skills in a range of computer applications including word processing, Microsoft Excel spreadsheets, internet and email

· Time management and task prioritisation skills

· Demonstrated experience in analysing data and preparing reports

· Ability to work in a small team environment 

· Willingness to contribute to a positive workplace culture

Desirable
· Knowledge of rural Western Australia and/or experience in a health-related field. 

· Experience working in the non government not-for-profit health sector.
SECTION 8:  APPOINTMENT FACTORS

· The hours of employment will be 22.5 hours per week (equivalent to 0.6FTE) and some additional hours work may occasionally be required.
· The contract of employment will be for 2 years, subject to the successful completion of the initial 3 month probation period.

JOB APPLICATION GUIDELINES



Thank you for your interest in applying for a position at Rural Health West. It is important that your application complies with the guidelines below.

Please note that if you are applying for more than one advertised vacancy, a separate application must be submitted for each. Your application must be received by 5:00 pm on the closing date. Late applications cannot be accepted.

What to include in the written application:
1 The Employment Application Form
2 A covering letter containing: 
· your address

· the title and position number of the position for which you are applying

· a paragraph or two briefly highlighting the main skills or abilities you can bring to the job

· details of how and when you can be contacted if required to attend an interview 

3 Your resume (curriculum vitae) providing your personal details, qualifications and work history

4 The names and daytime contact details of two work-related referees 

5 The selection criteria must be addressed
6 Photocopies (not originals) of your major qualifications

7
Evidence of your eligibility to work in Australia if you are not an Australian or New Zealand citizen

Who to contact for more information:
Human Resources Coordinator at Rural Health West:

· Telephone 08 6389 4500        
· Email hr@ruralhealthwest.com.au
How to lodge your application

1 By email
Complete the Employment Application Form available on the website and send this with your resume and selection criteria in:

· Microsoft Word (.doc);
· Adobe PDF (pdf); or 
· Rich Text Format (.rtf). 
and email to hr@ruralhealthwest.com.au
Please include the Position Title in the subject line.

2 By mail

Please submit your application to:

The HR Coordinator
Rural Health West

PO Box 433
Nedlands WA 6909

3 In person

Rural Health West

Level 2 

10 Stirling Hwy

Nedlands WA 6009

What happens after the closing date

The selection committee will consider your application.  The selection process is usually completed within four weeks of the closing date.  You will be contacted again if you are required for interview.

How to prepare for the interview

The interview questions will be job-related and based on the selection criteria to enable you to provide examples of work situations where you applied the required knowledge, skills and abilities. You may also bring along any reports or examples of your work that you consider relevant for presentation at the interview.

Please note that the interview will include a hands-on “practical’ session during which you will be asked to:
· Write some queries in Access

· Create a form

· Create a report 
