Government of Western Australia
Child and Adolescent Health Service

Neonatology | Community Health | Mental Health | Perth Children’s Hospital

Registrar - Trainee - Medical Administration

Position details

Position Number: 500215

Classification: Trainee Medical Administrator 1-7

Agreement: Medical Practitioners (Metropolitan Health Services) Agreement
Directorate: CAHS Medical Services

Department: Medical Services

Location: Perth Children's Hospital, QEIl Campus, Nedlands

Reporting relationships

This position reports to:

00015859 Director, Medical Services Consultant year 1-9

Positions under direct supervision:
Nil

Key Responsibility

e Works with the CAHS Executive Director Medical Services and Director Medical
Services to provide professional leadership as well as guidance in relation to strategic
and operational projects as required, with a particular focus on medical administration
duties and the Junior medical workforce.

e Undertakes or progresses towards a supervised training program in medical
administration as a Trainee with the Royal Australasian College of Medical
Administrators (RACMA).

e Develop the required skills needed to become a healthcare medical manager.
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About our health service

The Child and Adolescent Health Service (CAHS) is a comprehensive service that supports and treats
children from around Western Australia, and is committed to programs that promote lifelong health in
children and adolescents.

CAHS is made up of four service streams:

* Neonatology: Neonatology provides state-wide tertiary neonatal services to the sickest newborn
babies and infants in Western Australia.

« Community Health: a comprehensive range of community based early identification and
intervention services, as well as health promotion, to children and families in the Perth metropolitan
area. Services are provided in a variety of settings including at home, local community health centres,
child and parent centres and schools.

* Child and Adolescent Mental Health Services (CAMHS): provide mental health services to
infants, children, young people and their families across the Perth metropolitan area. Services include
community based programs, inpatient care at Perth Children's Hospital and specialised services for
children with complex mental health conditions across the State.

* Perth Children’s Hospital (PCH): is the specialist State-wide paediatric hospital and trauma centre
for Western Australia, caring for children up to the age of 16. PCH is also a centre of excellence for
teaching and research, partnering in major paediatric research and education initiatives led by the
Telethon Kids Institute (TKI) and the State’s universities.
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Qur vision

Healthy kids, healthy communities

Our vision of ‘healthy kids, healthy communities’ sees that children and young people get the best start in
life through health promotion, early identification and intervention and patient centred, family-focused care.

Our objectives
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Our values drive us

CAHS promotes a values based workplace culture and all employees are expected to translate our values
into action by providing high quality care through:
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Brief Summary of Duties

Role Based Clinical and Administrative Duties

e To assist the EDMS and DMS with various medical administrative duties including
preparation of reports, briefing notes and Board papers, budget planning and cost
centre management.

e Develop and undertake projects at the direction of the EDMS and DMS.

e Support medical workforce planning, recruitment, onboarding and performance
management with a particular focus on the junior medical workforce.

e Assist in managing junior medical staff rosters, leave and other workforce related
matters.

e Contribute to workforce reporting and data analysis to support executive decision
making.

e Support collaboration between the Junior medical staff and CAHS Medical Workforce
department.

e Develop an understanding of industrial relations, enterprise agreements, and dispute
resolution processes.

e Lead, promote and manage organisational change and the effective and efficient
delivery of medical and other clinical and patient services

e Undertake and coordinate strategic health service administrative programmes and
initiatives.

e Participates in clinical governance and quality improvement activities.

e Ensures compliance with relevant legislation and policy.

Governance, Safety and Quality Requirements

e Supports the delivery of safe patient care and the consumers’ experience including
participation in continuous quality improvement activities in accordance with the
requirements of the National Safety and Quality Health Service Standards and other
recognised health standards.

e Ensures, as far as practicable, the provision of a safe working environment.

e Assists with management of serious adverse events, sentinel events and reportable
incidents in line with state policy, including participating in root cause analyses

e Participates in an annual performance development review.

e Completes mandatory training (including safety and quality training) as relevant to role.

e Performs duties in accordance with Government, WA Health and local Service and
Departmental / Program specific policies and procedures.

e Abides by the WA Health Code of Conduct, Occupational Safety and Health legislation,
the Disability Services Act and the Equal Opportunity Act.
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Work related requirements

Essential selection criteria
1. Eligible for registration with the Medical Board of Australia.

2. Anintention to progress towards Fellowship of Royal Australian College of Medical
Administrators

3. Current knowledge, abilities and experience in assuring compliance to legislative and
regulatory requirements relevant to health care.

4. Demonstrated exceptional communication, negotiation and interpersonal skills.

5. Demonstrated high level skills in strategic management, analysis and policy
development

6. Current knowledge of legislative obligations for Equal Opportunity, Disability Services
and Occupational Safety and Health, and how these impact on employment and service
delivery.

Desirable selection criteria

1. Tertiary health management qualification at Masters Level or equivalent or progression
towards the same.

2. Demonstrated record of achievements in medical administration in delivering patient
focused outcomes in a large and complex health care organisation.

3. Current knowledge and commitment to Equal Opportunity in all aspects of employment and
service delivery.

Appointment to this position is subject to the following:

e Evidence of registration by the Medical Board of Australia must be provided prior to
commencement.

e Working with Children (WWC) Check, compulsory check for people who carry out child-
related work in Western Australia.

e Evidence of current and valid driver’s licence.

e Provision of the minimum identity proofing requirements in line with the standards set by
the National Security Strategy.

e Successful criminal record screening clearance.
e Successful pre-employment integrity check.

e Successful pre-employment health assessment.
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Certification
Created on Last Reviewed HSS Registered
Insert date Insert date 17/12/2025
| verify that the details in this document are an accurate reflection of the requirements of the
position.
Manager / Supervisor Signature or HE Number Date

As an Occupant of this position, | have noted the statement of duties, responsibilities and
other requirements as detailed in this document.

Occupant Name Signature or HE Number Date
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