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JOB TITLE
DEPARTMENT
REPORTS TO
DIRECT REPORTS

ROLE PURPOSE

POSITION DESCRIPTION

ROSTERING ADMINISTRATOR — HOME CARE
Services - Home Care

Rostering Lead - Home Care

Nil

The Rostering Administrator provides an efficient and effective rostering service to Home Support clients and their

families. Working in collaboration with the multi-disciplinary Home Support Services Team, the Rostering

Administrator plays a key role in ensuring that services are delivered consistently, on-time, and in line with each

client’s individual needs, goals, preferences and applicable budgets.

KEY RESPONSIBILITIES

KEY OUTCOMES

Effective &
Efficient Rostering

KEY ACTIVITIES

Ensuring compliance with the Aged Care Quality Standards by:

— Identifying and responding to client risk by using client alerts, attributes and “About
Me” profiles.

— Demonstrating co-partnering relationships with clients

— Demonstrating knowledge of the region, staff attributes, locations and developing
runs using effective prioritising of allocation.

— Demonstrating effective problem solving and staff forecasting in daily/weekly
Coordinator meetings

Utilise all existing SCC staff to maximum availability and reduce CST and agency use.

Building service runs for staff, using mapping tools to minimise travel time and
maximise staff utilisation while promoting primary carer model of services.

Regularly check and fulfil all client and staff requests for service changes

Implementation of the Home Support Business Rules and steps outlined in the Home
Support Orientation, Training and SmartBuy manual

Communicating with clients, coordinators and staff to roster on-going services &
respond to service change requests

Filling vacant services in a timely manner in response to unplanned staff and client leave

Accurately selecting charge codes, recording and updating all client and service
information to ensure effective service delivery, billing and client experience

Completing end of month checking process in a timely manner to ensure accuracy of
billing while meeting finance deadlines

Communicating with Finance Coordinator any charge code anomalies or issues and any
new requirements so system and reference sheets can be updated to allow changes in
client requirements

Effectively assessing and allocating services to the Rapid Response team
Forecasting and planning coverage of daily and booked annual leave

Utilising Smartbuy procurement system to raise timely and accurate purchase orders for
outsourced services
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e Attending regional staff meetings to build relationships with staff and ensure all vacant
services offered.

e Effectively responding to service change notifications

e Assisting with in-coming over-flow telephone calls for other call-centre teams

e Providing feedback and using solutions-based problem solving

Reporting e Logging and responding to all feedback and complaints in a timely manner to enable

follow-up and action

e Regularly generating reports and cross-checking processes to ensure correct use of
charge codes and mileage, enabling accurate billing and payroll

e Reporting on staff attendance and communication of any feedback to Coordinators for

follow-up

Client Engagement

Positively assisting clients and families to understand service delivery

Communicating every service change to each client

Safe Work
Environment
(WHS)

Personally work in a safe and healthy manner and take reasonable care to protect your own

health and safety, and to avoid adversely affecting others including but not limited to:

Report for duty in a condition not adversely affected by alcohol or drugs to the extent
that would endanger your own safety or the health and safety of others

As far as is reasonably possible, use equipment provided for WHS purposes, obey
reasonable WHS instructions, comply with all SCC WHS policies, procedures, safe

working instructions, specified work practices and associated WHS documents

Identify and report any work health and safety hazards/near miss incidents/injuries and
maintenance/repair issues

Other duties as
required

Working proactively with the Home Support Services team to support change
management and continuous improvement activities of the organisation

Other duties as directed from time to time within the level of competency and training
as required for the role

You may be requested to support or work in other teams or locations as required
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PERSON REQUIREMENTS

Essential Requirements
Qualifications

e Nil

Experience

e Nil

Skills

e Strong interpersonal communication skills, used to negotiate effectively, mitigate conflict, establish trust and
manage expectations

e Strong administrative, organisational, time management skills and problem solving abilities

e Demonstrated initiative and ability to work with minimal supervision, whilst taking ownership of workload
to meet deadlines

e Demonstrated ability to use database and procurement systems for booking, reporting and administration
purposes

e Effective communication skills, both written and verbal
e Demonstrated commitment to meeting the needs of internal and external clients

e Willingness to collaborate with team members and be responsive to directions from supervisors and
managers

e Ability to prioritise own work within established policies, guidelines and procedures

Knowledge

e A basic knowledge of the requirements of the Aged Care Standards as are applicable to the role.

e Understanding of the primary-carer model and the impact of effective rostering practices on the delivery of
high-quality, person-centred care

Personal Attributes

Commitment to provide person centred customer service

Ability to fit the work culture and a commitment to SCC’s Values & “Better for life” model
Ability to build positive relationships with residents and their representatives
Commitment to work collaboratively as a positive and productive team member
Demonstration of integrity, calmness and personal resilience

Commitment to work to the best of your ability

Commitment to a problem solving approach to managing risks

Desirable Requirements

e Business administration or Customer Service qualifications or equivalent at any level.
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STATEMENT OF ACCOUNTABILITY

| have read, understand and accept the requirements of this position description, including but not limited to the

obligation to:

e Work to and demonstrate commitment to SCC’s “Better for life” model in everything | do

e Perform all duties and behave at all time in accordance with the SCC Code of Conduct

e Perform my duties to meet contemporary best practice professional standards applicable to my role

e Treat all residents, clients and their family and support persons, staff and volunteers with respect, dignity and

good humour

e Participate in a performance review during the probationary period and at subsequent annual and as required
reviews

e Exercise a duty of care and comply with other common law and regulatory requirements in the performance
of my duties

e Work in a safe and healthy manner at all times

e Maintain privacy and confidentiality standards applicable to residents, clients and SCC

e Work to and promote SCC’s approach to healthy ageing and person centred care

e Comply, as applicable, to all legislative and regulatory requirements including the Aged Care standards

® | commit to modelling SCC’s values at all times:

SERVICE Be the difference to people in our community, through your service, dedication
and positive commitment to helping others.

COURAGE Be the difference by having the courage to step out of your comfort zone to do
what needs to be done and trusting in your teammates to do the same.

COMPASSION | Be the difference by working with compassion, a deep sense of empathy, concern
and humanity towards others.

e | acknowledge that the duties of my role may change with duties added to, deleted or modified, and | may be
required to do additional duties over those listed in this PD from time to time in line with the skills
requirement of the role

e | understand the consequences of not adhering to the requirements of the position description may involve
disciplinary action up to and including termination of employment.

YOU

Name

Signed Date

Version No Updated Approved by Date approved HR Review date HR Reviewer

5 04/07/2025
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