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Job Description Form
Department of Justice Purpose
To provide a safe, secure and decent corrective services which contribute to community safety and reduced offenders’ involvement in the justice system.

	Position Title

	Imaging Officer 

	Effective Date
	Position Number
	Level

	August 2013
	Generic
	2

	Division
	Directorate
	Branch

	Offender Services 
	Health Services
	Policy and Operations Services   


	Divisional Outcomes

	

	The Offender Services Division is responsible for the development and provision of programs and services that facilitate the rehabilitation of offenders. It includes the provision of health services to offenders in custody and the provision of programs, psychological assessment, counselling and support as part of an integrated offender management framework.

	


	Directorate Outputs

	

	Health Services delivers its services to patients in custody based on Chronic Disease (Diabetes, cardiovascular disease, kidney disease, asthma), Infectious Diseases, sexually transmissible diseases and Blood Bourne Viruses, Co-morbidity (Alcohol and Drug Addiction Services and Mental Health Services) and Acute Care and Emergency Services. 



	


	Branch Outputs

	

	Healthcare policy development through project implementation, Planning and implementation of projects that are related to the provision of healthcare services to patients in custody. Development of key partnerships along the Justice Continuum. Establishment measurement systems and methods. Strategic and Business Planning.

	


	Role of the Position

	

	To carry out document imaging tasks as required.

To carry out migration processes to TRIM (records management system) and EcHO (Electronic Medical Record keeping system).

To carry out quality assurance and quality improvement tasks on the indexing of documents and accuracy of migration into TRIM and EcHO.



	


	Position Title

	Imaging Officer

	Effective Date
	Position Number
	Level

	August 2013
	Generic
	2

	Division
	Directorate
	Branch

	Offender Services 
	Health Services
	Policy and Operations Services   


	Responsibilities of this Position

	

	Imaging

Prepares medical records for scanning.

Carries out scanning and indexing of medical records.

Under direction conducts quality assurance and quality improvement on scanned/indexed documents.

Team Work
Participates constructively and positively with other members of the workplace team to achieve tasks.

Policy and Procedures
Follows workplace policies and procedures to achieve outcomes.

Cultural Change
Participates within and contributes to a positive and innovative organisational culture.

Continuous Improvement
Participates in the identification of and applies opportunities for continuous improvement within the team.

Ethical Behaviour
Demonstrates ethical behaviour in accordance with the Departments Code of Conduct.
Equity, Diversity and Occupational Safety and Health
Applies the principles of equity, diversity, occupational safety and health in the workplace and behaves in accordance with relevant standards, values and policies.
Other

Other duties as directed.

	


	Position Title

	Imaging Officer

	Effective Date
	Position Number
	Level

	August 2013
	Generic
	2

	Division
	Directorate
	Branch

	Offender Services 
	Health Services
	Policy and Operations Services   


	Work related requirements
(Selection Criteria)
	Context within which criteria will be applied and/or general standard expected

	Essential
	

	1. Computer Knowledge and Skills
	Operates scanning and computer equipment for medical records.  
Undertakes data entry and typing duties with attention to detail.

	2.  Time Management and Organisational Skills
	Works independently to prioritise, organise and complete work within set timelines. 


	
	

	3.  Team Work Skills
	Participates with members of the Central Medical Records (CMR) team and without supervision to achieve tasks in a positive and constructive manner.

	
	

	
	

	4. Ethical Behaviour
	Behaves in an ethical manner and in accordance with Equal Opportunity and Occupational Safety and Health legislation and relevant policies and standards. 

Maintains patient confidentiality.


	
	

	Desirable
	

	5. Knowledge of the administration of medical records.

	

	6. Previous experience in maintaining medical records
	

	    
	

	

	(NOTE:  When applying for vacant positions, applicants are required to address the Work Related Requirements in the left-hand column only.  The context and standards only provide general guidelines within which the Work Related Requirements will be applied).


	Position Title

	Imaging Officer

	Effective Date
	Position Number
	Level

	August 2013
	Generic
	2

	Division
	Directorate
	Branch

	Offender Services 
	Health Services
	Policy and Operations Services   


	Reporting Relationships

	

	
	Title
	

	
	Manager Medical Record Services
	

	
	Classification
	

	
	Level 5
	

	
	
	

	
	Responsible to
	

	
	Title
	
	Other offices reporting to this office
	

	
	Supervisor Central Medical Records
	
	Title and classification
	

	
	Classification
	
	Medical Records Officer L1 x 5
Administration and Imaging Officer L2


	

	
	Level 3
	
	
	

	
	
	
	
	

	
	Responsible to
	
	
	

	
	
	
	
	

	
	This office
	
	
	

	
	
	
	
	

	

	
	Offices under direct responsibility
	

	
	Title
	Classification
	Number of FTEs supervised and controlled
	

	
	     
	     
	     
	

	


	Location and Accommodation

	Location

	     

	Accommodation

	     

	Allowances / Special Conditions

	

	The Contract of Employment specifies conditions relating to this position.

	


	Certification

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



	Delegated Authority Approval

	
	

	Signature
	

	
	      /       /      

	Date  fillin "Enter: Certification Date of this Job Description Form (dd/mm/yyyy) (Inclusion of this information is mandatory)" 
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