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	INJURY MANAGEMENT SPECIALIST


	Level
	2A
	Location
	BNE, SYD & MEL

	Department
	Workers Compensation
	Division
	Safety Systems

	Group
	Virgin Australia 
	Direct Reports
	Nil

	Reports to
	Group Rehabilitation Manager
	Manager once removed (MOR)
	Group Workplace Safety Manager

	Created
	May 2004
	Updated
	OCT 2016


Goals

	My Role:
	To be responsible for carrying out the Injury Management Process as defined by Comcare Rehabilitation Policy and VVA Injury Management Policy of Virgin Australia Airlines Safety Systems Department. This position commands a high degree of veracity and technical ability with the overall goal to maintain effective Return to Work rates and influence claims cost.


	My Department:
	To assist our team members to return to pre-injury duties in a safe and timely manner in consultation with all stakeholders


Virgin Australia

1. To be Australia’s airline of choice. 

2. To be Australia’s best customer led organisation

3. To do for corporate travellers what we did for leisure travellers in 2000
Expertise

	
	Must have
	Great to have

	Knowledge
	· Comprehensive knowledge of the Comcare and traditional schemes
· Demonstrated high level personal qualities in relation to adaptability, flexibility, commitment, ability to apply sound judgement and reasoning, ability to effectively time manage and prioritise tasks

· Well developed organisational abilities

· Well developed written and verbal communication skills

· Problem solving and analytical capability

· Empathetic nature

· Demonstrated sound liaison and negotiation skills
· High understanding of medical terminology

· Good understanding of WHS
	· Good knowledge of Virgin Australia’s operating procedures


	Qualifications
	· Certified Return to Work Coordinator 
· Relevant tertiary qualification – Allied Health


	· Oracle expertise


	Skills
	· Strong team player

· Ability to develop relationships internally & externally

· Strong communication and influencing skills

· Flexibility and adaptability

· Willingness to travel interstate / international
	

	Experience
	· Demonstrated administrative and technical ability

· Demonstrated ability to manage relationships at all levels

· Broad experience gained managing workplace injuries

· Building relationships internally & externally

· Effective communication
· Minimum 3 years’ experience in a similar role
	· Previous airline experience




Key Accountabilities

	Accountability
	Major activities
	Performance Indicators

	1. Legislation
	· Ensure all legislative requirements of claims are implemented as per Comcare and traditional scheme requirements
· High level of communication, knowledge and application of Comcare and traditional schemes
· Implementation of Virgin Australia’s Comcare Rehabilitation Policy and VA Injury Management policy
	· Comcare and traditional scheme requirements are applied to ensure legislative competence is maintained
· Employees and Leader / RTWCs are clear on understanding their rights and responsibilities
· Individual portfolio-specific KPIs


	2. Delegation of the powers and functions of a rehabilitation authority
	· All powers and functions of a rehabilitation authority have been delegated (Section 36 & Section 37 of the SRC Act)
	· Powers exercised as per Comcare requirements 

· Individual portfolio-specific KPIs


	3. Case Management Process
	· Manage and implement all elements of case management being, preparation, assessment, planning, implementation and monitoring

· Initial contact with injured employees

· Source ‘Suitable Duties’ for injured employees

· Make referral to an external Occupational Rehabilitation provider when required

· Input strategies when complexities arise, i.e. early intervention, referral to EAP, applied empathy etc.
· Facilitate ‘support days’ at relevant ports offering both support and guidance to injured employees and Leaders / RTWC
· Represent Virgin Australia at case conference / conciliation matters

· Facilitate claims reviews with QBE / Agent
· Represent Virgin Australia at litigation
· Provide advice for long term injury management

· Coordinate with all stakeholders regarding the Career Transition program

· Liaise with treatment providers
· Support and assist the People Team with injury management matters
	· Positive feedback from stakeholders

· Injured employee and Leaders / RTWC are supported

· Individual portfolio-specific KPIs


	4. Communication
	· Communication with all stakeholders. (Doctor, injured employee, Comcare, QBE / Agent, Occupational Rehabilitation provider, Leader / RTWC)

· Establish and maintain firm relationships with Comcare, QBE / Agent, preferred medical practitioners, Occupational Rehabilitation provider etc.
· Establish and maintain firm relationship with internal resources, Leader / RTWC, injured employees

· Facilitate ‘Airport Famils’ for external providers 

· Coordinate monthly meetings with appropriate managers to discuss current claims and impact on the business environment

· Ongoing support to the Leader / RTW and injured employee
	· External resources understand Virgin business needs

· Individual portfolio-specific KPIs


	5. Administration
	· Development of RTW tools and resources 
	· Injured employees and Leaders / RTWCs are receiving up to date information
· Individual portfolio-specific KPIs


	6. Systems
	· Develop and implement new systems to support and enhance injury management within VAA
· Develop ‘best practice’ business processes.

· Enhance and develop existing systems that provide information relevant to Comcare Rehabilitation Policy and VA Injury Management Policy
	· Real time information

· Effective communication with WHS
· Individual portfolio-specific KPIs


	7. RTWC Training
	· Coordinate with Occupational  Rehabilitation provider / course facilitator

· Facilitation of ‘Overcoming Complex Barriers’ Training
· Assist in coordination of training schedule and communication to all stakeholders
· Attend and co-facilitate RTWC Training 
· Continually review course content
	· Leaders have the required skills / knowledge to manage RTW

· Effective RTW 
· Individual portfolio-specific KPIs


	8. Continuous Improvement
	· Identify opportunities to improve efficiency and quality of processes particularly as they relate to Injury Management
	· Improvement suggestions implemented
· Individual portfolio-specific KPIs



Competencies are relevant to every Virgin Australia team member.  Please refer to the Virgin Australia Behavioural Guide for further detail specific to your position.
· Continuous Improvement and Strategic Focus

· Critical Thinking and Analysis

· Organisational and Social Commitment

· People and Leadership

· Personal Awareness and Effectiveness

· Service Delivery

· Vivacity
Key Interactions

	Internal:
	Virgin Australia, Virgin Tech, Engineering, Tiger, Velocity, Cargo, VARA

	External:
	Comcare, QBE / Agent, Doctors, Allied Health, Occupation Rehabilitation providers, SureFact, Elumina, Solicitors




Major Challenges

	To maintain an internal system that meets Comcare and traditional scheme requirements

To meet the requirements of the organisation and develop an open line of communication with all parties




Our Expectations

You are expected:
4. To be the ultimate Virgin Australia ambassador through living, breathing and promoting the Virgin Australia Values – Caring, Excellence, Individuality, Resourcefulness, Innovation, Enthusiasm and Integrity.
5. To demonstrate our Leadership Behaviours; Act with integrity, Be decisive, Act quickly, Listen to Guests and team members and Take responsibility.
6. To comply with and actively support all position, department and company policy and procedures
7. To be a team player – supporting a one in all in approach and a first to know, best to deal with
8. To demonstrate our Safety First philosophy – First to find, first to fix!  Ensuring that you keep our workplace fair and safe – free of all forms of discrimination and harassment and free from injury and incident.  
9. To engage the very best of your personality and enthusiasm and create memorable, positive and fun experiences for all.
Sign Off
I have read and understand the requirements of this position.  I agree to consult with my Manager or Leader should I not understand the key accountabilities or expectations of me.  I will carry out the position to the best of my ability and understand I must meet required performance standards and targets.  I accept the responsibilities of the position as outlined above.

I understand the position description for my role is constantly evolving, based on emerging priorities and shifts in organisational and department needs, and therefore will be updated from time to time.
	Team member name:

	Signature:
	Date:


	Manager/Leader’s Name:

	Signature:
	Date: 
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