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Seymour Health - Position Description


	Position Title:
	Director Business Services 

	Directorate/Team:
	Executive

	Responsible to:
	Chief Executive Officer 

	Version Number:
	2.0
	Date Written: January 2016

	Version updates:
	Updated January 2022

	Approved by:
	Name:  Ward Steet  

	
	Position: Chief Executive Officer

	SEYMOUR HEALTH

	Seymour Health services includes:

· 30 bed public facility which provides public and private acute medical and surgical, renal dialysis, urgent care, day procedure and palliative care.
· 30 bed high care aged residential care facility. 
· Community services, including District Nursing, Planned Activity Group. 

· Sub-Acute Ambulatory Services including Occupational Therapy, Physiotherapy, Podiatry, Cardiac and Pulmonary rehabilitation, Welfare, Exercise groups, Hospital Admission Risk Program (HARP), Dietician and Diabetes Education.
· Support services including administration, food, hotel and maintenance services.
· Private pathology and medical imaging services are available on site.

· Visiting specialists and local General Practitioners provide the medical services.


	PURPOSE 

	The Director of Business Services provides strategic and operational leadership in business performance that supports high quality, safe and sustainable care for our patients, residents and the community.

The Director Business Services is part of the Seymour Health executive team and reports directly to the CEO. 




	ORGANISATIONAL RELATIONSHIPS

	Reports to:
Chief Executive Officer 

Lead/Manage:
Financial Services, Food Services, Environmental Services, Facility and Assets, Maintenance, ICT and Health Information Services, Procurement, Supply

Internal Liaisons:
CEO, Executive team, Board of Directors  

External Liaisons               
Department of Health and other funding bodies


Other Health Services


HealthShare Victoria


Hume Rural Health Alliance (HRHA)

                                                          Internal and external auditors

	KEY RESPONSIBILITIES AND DUTIES

	The Business Services position has the key responsibility to oversee and integrate business, financial and service activity reporting.  The position provides business analysis that supports senior management in effectively leading, monitoring and evaluating organisational performance.  The position is required to provide financial and performance reporting to the Board and its sub-committees.

The role of the Director of Business Services is to:

Provide strategic financial oversight/management and business performance, developing and sustaining positive relationships with Department of Health DH), Department Fairness, Families and Housing (DFFH), Commonwealth Department of Health (DoH), other relevant Commonwealth departments, external suppliers, contractors, and other relevant organisations, this includes:

· The development and implementation of Seymour Health’s annual operating (Opex) budget and Capital expenditure (Capex) budget.

· The provision of financial analysis and performance reporting to assist senior management to make effective decisions and achieve organisation objectives.  

· To meet all financial and performance reporting requirements for internal and external stakeholders, including annual financial report, acquittal of funding, Board and Finance Risk and Audit Committee.

· Support the development and implementation of business plans to maximise use of available resources in meeting operational and strategic objectives.

· Ensure and provide high level financial and corporate compliance and reporting that is aligned to a continuous improvement organisation.

· Lead and implement internal and external audit program and complete all approved audit recommendations in a timely manner.

· Perform the role of Chief Procurement Officer with overall responsible for all procurement activity, value for money and compliance.

· Oversight and development of information management systems compliance and reporting

· Oversight and maintain the strategic development and support of the organisation’s infrastructure and asset management program.  

· Provide leadership and support, maintaining a culture of high performance and accountability in particular to the financial and corporate services teams.

· Represent Seymour Health in developing and sustaining positive relationships with Department of Health, DHS, Commonwealth Departments, external suppliers, contractors, and other relevant organisations.

· Ongoing compliance with Quality System requirements.

· Perform other duties reasonably required as directed.



	SPECIALIST SKILLS AND KNOWLEDGE

	· Knowledge of the application of Australian Accounting Standards

· Preparation of annual financial reports

· Knowledge of the governance, compliance and reporting requirements under the Standing Directions of the Minister for Finance

· Knowledge of Residential Aged Care funding and business models

· Knowledge of public health and aged care service funding

· Advanced Excel spreadsheet skills for business and performance analysis and reporting


	MINIMUM QUALIFICATIONS AND EXPERIENCE

	The Director of Business Services is required to have: 

· CPA/CA or relevant post graduate qualifications

· Five years’ experience in strategic management and senior management leadership role 

· Experience in managing diverse and complex corporate functions and teams



	MANDATORY COMPETENCIES

	Employees are required to successfully complete their allocated competencies within the first three months of employment. Each employee is required then to successfully complete mandatory competencies annually. Please refer to the Mandatory Training/Competency Policy for further information.

	ORGANISATIONAL VALUES

	Seymour Health staff work with each other according to the Values listed below and the behaviours these values require when carrying out business. 

These values are: 

· Respect

Seymour Health is committed to the respectful treatment of all staff.  The value of respect is evident through the recognition and acknowledgement of the various views, beliefs, contributions, skills and experiences of others

· Accountability and Responsibility

Seymour Health expects all staff to be accountable for their area of responsibility.  The value of accountability and responsibility is evident through the acceptance and ownership of individual roles and behaviours in the context of striving to meet the objectives of the organisation.

· Honesty, Integrity and Trust

Seymour Health is committed to an environment that values honesty, trust and integrity where actions and words are always authentic and consistent.

· Support

Seymour Health is committed to supporting each person to be successful within their role in the organisation.  The value of support is evident through clear and consistent direction, leadership, resources, enabling systems and professional development.

· Open and Transparent Communication

Seymour Health is committed to effective, consistent and inclusive communication.  The value of open and transparent communication is evident through clear expectations, common understandings, and respected confidentiality.

It is expected that staff will also work according to these values when working directly with other staff, clients and members of the community.


	OCCUPATIONAL HEALTH AND SAFETY

	All staff are expected to comply with safety instructions in their work environment and to familiarise themselves with OH&S procedures. In addition, staff have the following responsibilities: 

· to take reasonable care of their own health and safety as well as that of other people who may be affected by their conduct in the workplace.

· to seek guidance about new or modified work procedures. 

· to ensure that any hazardous conditions are eliminated or minimised and that near misses and injuries are reported immediately to the supervisor. 

The role includes people management duties, and therefore include the requirement to manage the health and safety of people under your control and support the actions contained in Seymour Health OH&S policies.

	KEY SELECTION CRITERIA

	Seymour Health is an equal opportunity employer.  Selection will be based on assessing demonstrated alignment with the skills, qualifications, knowledge, behaviours and other personal qualities required to carry out the role effectively.
Essential: 

· Demonstrated experience in providing strategic financial oversight/management to improve business accountability and performance 

· Demonstrated experience in financial oversight and management including the preparation of annual financial and compliance reports, 

· Demonstrated ability to successfully manage competing priorities, maintain attention to detail and meet deadlines and develop and provide reports to the Board, its Committees and internal stakeholders 

· 5+ years senior management experience 

· Ability to develop and sustain positive relationships with DH, DFFH, DoH, other relevant Commonwealth departments, external suppliers, contractors, and other relevant organisations

· Ability to understand and utilise data systems and information to monitor and report on business performance 

· High level communication skills, both verbal and written, and an ability to lead staff within a values base culture.

· CPA/CA or relevant post graduate qualifications 

· Advanced skills in PC applications and programs, especially MS Excel

· Understanding of legislative requirements within public health and aged care sector

· Knowledge of current statutory requirements relevant to corporate operations, including but not limited to; relevant financial, employment, health and safety, emergency management and food handling legislation

· Demonstrated ability to work collaboratively as a member of a leadership team

· Satisfactory Current Police Check

Desirable: 

· Minimum three years recent experience in a similar role within the health or related industry

	SPECIAL REQUIREMENTS

	· New employees must provide a current police check not more than twelve months old or satisfactorily complete a Police Records Check prior to commencing employment. All employees must hold a current police check not more than three years old. 

· During the course of employment, if an individual is charged with or convicted of any offence, they must advise their manager within 7 days. The matter will be referred to the Manager People and Culture who will arrange for a police records check to be conducted at the individual’s expense. If there is a disclosable record it will be assessed and a decision will be made in relation to the individual’s ongoing employment or engagement.
· Employees are required to hold a current working with NDIS Worker Screening Clearance when working in specified areas. Please refer to NDIS Screening Check Policy for a list of the areas/roles required to hold a clearance.
· All employees of Seymour Health are required to complete an annual Influenza Vaccination Declaration From. Influenza vaccination will be provided for free annually and is a mandatory requirement that all employees whose primary department of allocated shifts is in Residential Aged care are vaccinated on an annual basis. Exemption will only apply where an employee has a signed medical exemption from their Medical Practitioner.  

· All employees of Seymour Health are required to have a COVID-19 Vaccination in accordance with the Seymour Health COVID-19 Vaccination Requirements Policy.

· Should your role require you to drive a Seymour Health vehicle, a current Victorian Drivers Licence is required.  Loss of licence or any licence infringement must be reported by the employee to the Seymour Health Management immediately. 

· A completion of pre-existing injury or illness declaration will be required prior to appointment to the position.

· All employees of Seymour Health are bound to work according to the policies and procedures of Seymour Health, the Industrial Agreements that provide their terms and conditions of employment, any Scopes of Practice and professional codes of conduct established for your profession, the Code of Conduct for Victorian public sector employees and the provisions of the Fair Work Act, as amended from time to time.
· All employees are required to familiarise themselves with these Policies and Procedures, Agreements, Scopes of Practice, Codes of Conduct and the relevant provisions of the Fair Work Act particularly those which relate to working harmoniously with other staff and our consumers.

	Diversity

	· Actively participate in developing cultural competence and demonstrate an understanding and empathy with individuals from a diverse range of cultures and backgrounds.

	· Ensure each direct report has received sufficient training and information to ensure compliance.

	POSITION REQUIREMENTS

	Satisfactory National Police Check (no older than 12 months) Certificate must be provided prior to commencement.
	Required

	Satisfactory Working with Children Check Evidence of application must be provided prior to commencement
	Not Required

	Satisfactory NDIS Worker Screening Check
	Required

	Satisfactory Health Declaration (SH will provide documentation for completion) Completed document must be provided prior to commencement.
	Required

	Immunisation History 
	Required

	Evidence of Professional Registration
	Required

	Evidence of Professional Qualification
	Required

	Valid Victorian Driver’s Licence
	Required

	COVID-19 vaccination - Mandatory
	Required


INCUMBENT STATEMENT

I,






have read, understand and accept 

(please print name)

the above Position Description.

Signed:





 Date




Copy to staff member:    ( Yes  ( No

Schedule 1. - Responsibilities

	Key Responsibility Areas

	DIRECT REPORTS
	· Facility Service (direct report – Facilities Manager)

· Finance (direct report – Finance Manager)

· Supply and Procurement

· Food & Environmental Services – Catering and Domestic (direct report – F&ES Services Manager)

· Health Information Service (direct report – HIS Manager)

· Information and Communication Technology (ICT) – including ICT Support Officer and external ICT contractual arrangements with HRHA and others.

	EXECUTIVE ROLE
	· Participate as a member of the Executive Team to develop, implement and review the overall strategic direction, philosophy, objectives and policies of the organisation.

· Contribute to improving the overall profile of SH.

· Participate in organisational workforce planning.  Identify current and future workforce needs, maintaining planning to meet future workforce needs.

· Provide leadership for a safe environment for staff, patients and visitors by adhering to the organisation’s Occupational Health & Safety Standards, Australian Standards as applicable and Infection Control.

· Foster good communication channels within and between corporate & finance directorate, other internal SH directorates and external organisations and community groups.

· Report on a regular basis to the CEO keeping him/her informed of any incidents, problems or issues that may require his/her attention.

· Participate in short and long term planning.  This may include Strategic, Divisional and Individual.  Participate in SH strategic and service planning.  Strategically plan for the appropriate evolution of corporate operations.

· Coordinate and lead the capital planning of the organisation as required.

· Promote innovation in corporate systems.

· Utilise a risk management approach to problem solving.

· Any duties as requested by the CEO including acting as a delegate for the CEO, as required.

	GOVERNANCE
	· Maintain knowledge and understanding of the current National Standards, and the Aged Care Accreditation Standards.

· Participate in the review of SH Quality Plans, provide input as required to meet organisational goals.

· Participate in the investigation and resolution of complaints and serious incidents involving the Business Services Directorate.  Promote a ‘just culture’; a professional and accountable approach to opportunities for organisational learning.

· Maintain a framework for compliance with legislation and statutory bodies across the Business Services Directorate.

· Participate in the SH Risk register review, particular consideration to SH corporate risk issues.

· Encourage the participation and involvement of all levels of Business Services Directorate in the development of corporate objectives, policies and procedures.  

	CORPORATE & FINANCE DIRECTORATE – Responsible for providing leadership, strategic direction and the operational management, planning, development, coordination and evaluation;
	· Foster a culture of continuous improvement throughout Business Services Directorate.

· Ensure appropriate quality programs are developed and reviewed on a regular basis.

· Utilise own skills and experience in providing direct expert advice and leadership in area of expertise within Business Services Directorate.

· Develop understanding and knowledge of other areas of corporate operations to provide guidance in achieving deliverables required under the corporate operational plan.

· Responsible for developing, implementing and reviewing the philosophy, objectives and policies of the Business Services Directorate in line with the overall organisation direction and convert strategic direction into effective operational outputs.

· Ensure efficient and effective utilisation of financial, material and human resources related to the Business services Directorate in line with agreed allocations.

· Overall responsibility for the recruitment, selection, development and evaluation of Business Services Directorate personnel.

· Ensure that all Legislation, Statutory Regulations, Awards and Agreements relevant to the Business Services Directorate are adhered to.

· Display an understanding of industrial relations and ensure harmonious working conditions within Business Services Directorate.

· Ensure contemporary practice in human resources management matters across Business Services Directorate.

· Responsible for the development, monitoring and review of the Business Services Directorate budget.

· Develop achievable & reportable KPI relevant to Business Services Directorate.

· Ensure leader-rounding, monthly accountability and 90 day plans are embedded within the Business Services Directorate. 

	FACILITY SERVICES
	· Provide oversight of Facility Services in conjunction with the Facility Manager.  This encompasses engineering, maintenance, buildings and grounds.

	FINANCE 
	· Provide oversight of Finance Services in conjunction with the Finance team to ensure compliance with financial regulations as well as monthly and annual reporting and auditing.

· Establish effective and appropriate governance, assess the organisation’s strategic financial position, and ensure effective investment and financing decisions. 

· Apply and comply with accounting standards, legislation and specific organisational policies, standards and protocols, and implement effective statutory and other external reporting requirements.

· Provide high quality analysis and evaluation of financial and operational performance to inform management decisions, and to underpin effective budget formulation, forecasting and projections.

· Evaluate overall governance frameworks, financial and program information systems, and internal controls and practices to identify potential deficiencies or opportunities.

· Ensure appropriateness and reliability of financial information systems, and effective governance, cash management and controls over transactional processes.

· Partner with key stakeholders, and provide expert professional advice, coaching and consulting expertise to ensure the effective alignment of financial management strategies and organisational objectives.

	FLEET MANAGEMENT AND PROCUREMENT
	· Understand and apply procurement processes to ensure effective purchasing and contract performance in accordance with SH policy & procedure and HealthShare Victoria guidelines as relevant to SH.

· Ensure fleet vehicles are maintained in accordance with maintenance and servicing schedules.

· Address supply issues in accordance with risk management framework and escalate concerns as appropriate.

	HOTEL SERVICES
	· Consists of Food and Environmental Services

· Provide leadership and guidance to the F&E Services Manager.

· Understand the quality and food safety standards applicable to SH in its Food and Environmental Services.

· Respond to concerns raised by Clinical Services in relation to any hotel services issues.

· Ensure appropriate audits are undertaken and recorded as scheduled. 

	SUPPLY & PROCUREMENT
	· Provide oversight of the Supply and Procurement Services in conjunction with the Finance Manager/Chief Procurement Officer.

	ICT
	· Ensure that technology is used to reduce duplication and improve access to information. 

· Participate in the evaluation of new technology to meet the needs of SH.

· Ensure existing and new technological solutions are implemented to specification and appropriate training and education to end users facilitated.

· Ensure effective communication systems across SH

· Manage relationship between SH and HRHA IT support services.

· Manage contract relationship and obligations between SH and third party ICT providers.

	COMMITTEES AND MEETINGS
	· Attend meetings of the SH Finance Risk and Audit Committee (FRAC).  

· Participate and/or Chair regular SH committees and meetings as allocated.

	ADDITIONAL DUTIES
	· Maintain up to date working instructions & manuals; 

· Other duties as requested by Chief Executive Officer
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