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JOB DESCRIPTION
Clinical Documentation and Policy Specialist
ABOUT UNITING

Our purpose:
To inspire people, enliven communities and confront injustice. 

Our values:
As an organisation, we are Imaginative, Respectful, Compassionate and Bold.



At Uniting, we believe in taking real steps to make the world a better place. We work to inspire people, enliven communities and confront injustice.  Our focus is always on the people we serve, no matter where they are at in their life.
Our services are in the areas of aged care, disability, child and family, community services, and chaplaincy and we get involved in social justice and advocacy issues that impact the people we serve. As an organisation we celebrate diversity and welcome all people regardless of disability, lifestyle choices, ethnicity, faith, sexual orientation or gender identity. We commit to respecting children and take action to keep them safe.
Uniting is the services and advocacy arm of the Uniting Church NSW & ACT and as such Uniting leaders understand, support and can express the mission and purpose of the Uniting Church.


ABOUT THE ROLE
Role Purpose 
The Clinical Documentation and Policy Specialist is an integral member of the Customer, Risk, and Governance (CRG) Directorate, reporting to the Clinical Governance Lead.
The Clinical Documentation and Policy Specialist is responsible for developing, implementing, maintaining, and evaluating clinical policies and procedures to ensure compliance with regulatory requirements and best practice standards. This role requires a deep understanding of clinical standards, regulations, and quality improvement initiatives within the aged care sector. The Clinical Documentation and Policy Specialist will work closely with the Clinical Governance Lead and will collaborate with clinical teams to support the delivery of high-quality care and ensure that clinical policies align with Uniting’s strategic objectives and clinical governance framework.


ROLE KEY ACCOUNTABILITIES
As an integral member of the Customer, Risk, and Governance Directorate, the following key accountabilities include:
· Policy Development and Management:
· Develop, review, and update clinical policies, procedures, and guidelines to ensure alignment with current regulations, evidence-based practices, and organisational goals.

· Collaborate with clinical staff and stakeholders to identify policy needs and areas for improvement.

· Ensure all policies are communicated effectively and accessible to relevant staff members and stakeholders.
· Compliance and Risk Management:
· Monitor and interpret changes in legislation, industry standards, and regulatory requirements to ensure clinical policies remain compliant.

· Conduct risk assessments and ensure policies address potential risks and compliance issues.

· Support internal and external audits by providing necessary documentation and responding to queries.

· Quality Improvement:
· Contribute to quality improvement initiatives by providing insights and recommendations based on policy outcomes, clinical performance data, identifying trends, and recommending changes to policies and practices
· Assist in developing and implementing strategies to enhance consumer safety and care quality.

· Stakeholder Engagement:
· Collaborate with clinical staff, management, and stakeholders to gather input, address concerns, and ensure policies are practical and effective.

· Collaborate with the Clinical Governance Lead and Customer, Risk & Governance Teams, and other Directorates to ensure effective policy implementation and adherence.

· Training and Support:

· Provide training and support to clinical staff on new and updated policies, ensuring they understand and adhere to guidelines and best practices.
· Reporting and Documentation:
· Maintain comprehensive records of policy development, revisions, compliance activities, and outcomes. 
· Prepare reports for the Clinical Governance Lead and other senior management on policy-related issues and outcomes as required.
· Audit and Review

· Participate in audits and reviews of clinical documentation and clinical practices to ensure compliance with policies and identify areas for improvement.

· Risk Management

· Assist in identifying and managing clinical risks and support the development of strategies to mitigate these risks.


ABOUT YOU IN THE ROLE
As a staff member of Uniting, you will celebrate diversity and welcome all people regardless of lifestyle choices, ethnicity, faith, sexual orientation or gender identity.

Your directorate:     
Customer, Risk and Governance
You’ll report to:    
Clinical Governance Lead


YOUR KEY CAPABILITIES
Individual leadership
· Improving performance - Works with others and offers suggestions to find ways of doing the job more effectively.
· Owning the job - Takes ownership for all responsibilities and honours commitments within their own role and strives to achieve goals with a "can-do" attitude to levels of excellence.

· Perseverance - Remains committed to completing the job in the face of obstacles and barriers.
· Timeliness of work - Sets achievable timeframes and works to complete projects, tasks and duties on time.

Business Acumen
· Organisational Operation - Displays awareness of Uniting’s business objectives and understands how personal objectives relate to those objectives.
· Organisational Objectives - Has broad awareness of Uniting’s vision and values and how they apply to issues in the team.
· Develops and Grows the Business – Understands team and organisational goals and works collaboratively with Team Members to achieve organisational goals. 
· Makes Sound Decisions – Analyses problems, seeks input from relevant people and then takes appropriate action to implement the most effective solution in a timely manner.


QUALIFICATIONS & EXPERIENCE
Qualifications:

· Bachelor's qualification in a relevant field or equivalent experience
· Registered Nurse or Allied Health Professional with current registration with AHPRA (no limitations)
Experience:

· Typically, this role will require a minimum of 3-5 years of experience in a clinical or healthcare policy role, preferably within a similar organisational setting.
· Strong attention to detail and the ability to manage multiple priorities effectively.
· In-depth knowledge of clinical governance, regulatory requirements, and best practices in healthcare policy development.
· Strong knowledge of the Aged Care Quality Standards and Clinical Governance Framework.

· Proficiency in Microsoft Office Suite (Word, Excel, PowerPoint) and experience with policy management software is an advantage.
· Strong stakeholder engagement, consultation, communication, and presentation skills

· Ability to work within tight deadlines and competing priorities to a consistently high standard

· Excellent interpersonal skills (perceptive, diplomatic, cheerful, 'can do’ attitude) and the ability to develop and maintain professional relationships
· Demonstrated ability to analyse current clinical practice against the latest evidence for various specialty services across Uniting. 

· Metropolitan and country NSW travel as required at times

· Driver’s license valid in NSW/ACT
· A demonstrated passion for social change and contributing to an organisation of influence for the most disadvantaged

· Skilled at navigating a complex organisation, forging relationships, and managing through influence rather than direct authority as required
Even better

· Master's degree in health-related specialty 

· Postgraduate qualifications in clinical governance, health policy, or a related area (desirable)
· Qualification or experience in a clinical or healthcare policy role
· Professional Institute Membership in clinical governance, health policy, or a related area
Core Competencies: 

· You operate with Personal integrity and a values base aligned with Uniting’s

· You engage successfully with a wide range of stakeholders, both internally and externally, across the sector

· You are an effective and flexible leader in a complex and changing environment

· You are able to effectively work with stakeholders
· You have a strong process mind, able to develop key insights from a complex array of data

· You operate from the principles of care you seek to create for clients in the organisation

· You are able to make the complex simple for others to understand and action

· You are confident without being arrogant

· You are capable but do not have “something to prove”

· You have outstanding written and communication skills

· You have an inquisitive and strategic mind

· You thrive on helping others to succeed, even if it is at a cost to you

· You are an exceptional team player

· You have a high level of energy and enthusiasm

· You leverage your experience without always referring to it

· You thrive on successful outcomes and not on processes

· You genuinely care about the organisation and your staff.
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