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POSITION DESCRIPTION

	POSITION TITLE:
	Group Heritage Coordinator

	CLASSIFICATION:
	Mercer 4

	REPORTS TO: 
	Group Director Mission

	PERFORMANCE AND DEVELOPMENT PLAN:
	

	Conducted during the first 3 months from time of commencement then annually by immediate Supervisor/Manager.  This Position Description shall be considered at the time of conducting your Performance and Development Plan.


ST JOHN OF GOD HEALTH CARE MISSION AND VALUES

Our vision is to bring healing to people through services that are caring, comforting and affirming and give them a reason to hope and a greater sense of their own dignity. 
 

Our organisational culture reflects our values of Hospitality, Compassion, Respect, Justice and Excellence.
 

Importantly because the whole of the organisation is concerned with caring for or supporting people, those associated with the provision of services, at all levels, are considered to be "Caregivers".  
 

Caregivers are expected to uphold the five values, treating each other and those they serve with respect and dignity in support of our vision.
1. PURPOSE OF POSITION
· The primary purpose of this position is to provide high quality advice and direct “hands on” practical assistance to the organisation in: 
· Implementing the SJGHC Group Heritage Policy

· Monitoring the progress of the implementation

· The main objective of the Heritage Policy is to ensure that the Heritage of SJGHC (including that of the Divisions which are no longer part of the Group) is appropriately identified, recorded and preserved. 
2. POSITION REQUIREMENTS
2.1
Mission
· Capacity to understand and willingness to support and promote the Mission and Values of St John of God Health Care
· Commitment to organisation’s service ethos through the provision of excellent service
· Caregivers are required to act in accordance with the standards of behaviour outlined in the SJGHC Code of Conduct document.
2.2 
Tasks and Responsibilities
· Promote St John of God Health Care’s Heritage Policy at all levels of the  organisation, gaining and sustaining the support of key stakeholders and contacts.
· To establish and oversee the centrally held SJGHC Heritage Register. The Register will comprise the sum of the SJGHC Heritage Collection, and will include information about items deemed as part of the SJGHC Heritage Collection held at each Division.
· To coordinate the writing of a Heritage Collection Management Plan stating objectives and purpose of the collection, and covering management, acquisition, documentation, de-accessioning, disposal, funding, access, and storage. 
· To assist Divisions in their implementation of the SJGHC Heritage Policy, providing guidance to Divisions as they assemble, protect and possibly display their heritage items
· Build strong working relationships with the Divisional heritage custodians.
· Promote the sharing of resources and knowledge between divisions and provide assistance so as to ensure effective implementation of the Heritage Policy.
· Monitor, analyse and provide reports to the senior executive on the progress of the implementation of the Policy.
· Represent SJGHC at relevant forums.
All other reasonable duties as directed by Manager/Supervisor.

3.
Team Work
· Participate as a valued team member promoting and contributing to a supportive team environment.
4.
Communication
· Communicate effectively with all customers and patients using the appropriate channels, utilising appropriate formal and informal channels of communication.
· Generate oral and written communications sufficient to clearly convey and receive information and ideas.

· Be proficient in using the following computer applications/packages:

· Microsoft WORD

· Excel

· Outlook

· Heritage management software

5.
Quality and Risk
· Participate in, contribute to and implement quality improvement and risk management into all aspects of service

6.
Occupational Health and Safety 
· Adhere to all applicable St John of God Health Care policies and guidlines;

· Take reasonable care of themselves and others;

· Not to interfere, bypass or misuse any system or equipment provided for health, safety and welfare purposes;

· Take all actions to avoid, eliminate or minimize hazards;

· Seek information on any work they undertake and be aware of the risks and hazards associated with their work;

· Report all incidents / hazards / injuries;

· Assist in completion of incidents / hazards / injuries reports;

· Participate in the documentation of Risk Assessments and Standard Operating Procedures for activities that could pose a OHS risk;

· Raise OHS issues with appropriate caregivers and take part in OHS consultative arrangements;

· Use Personal Protective Equipment as required and directed;

· Attend all mandatory and recommended OHS training as scheduled by Group Services;
· Promote a positive safety culture within their areas by demonstrating a positive commitment to OHS.
7.
Professional Development
· Attend relevant learning and development sessions offered by SJGHC.  Recognise the necessity to continually develop skills and acquire additional knowledge appropriate to the position.

8.
Environment
· The caregiver, recognising St John of God Health Care commitment to responsible environmental stewardship, will support the organisational Environmental goals in performance of all duties.

SELECTION CRITERIA

Essential
· Ability to lead and strongly promote the Mission and Values of St John of God Health Care.

· Demonstrated qualifications and experience in collection management as it relates to heritage

· Detailed knowledge and understanding of heritage related issues, and the ability to educate other caregivers in this domain

· Highly developed interpersonal/communication skills including report writing skills.

· Conceptual and analytical skills of a high order and proven ability to be self-managing, working within tight timeframes, under minimal supervision and as part of a team.

· Flexibility to travel to both intrastate and interstate divisions as required.

· Demonstrated project management skills including a proven ability to plan, implement, monitor and evaluate.
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