[image: A logo with a bird and text

Description automatically generated]                                        Job Description

                                  OPERATIONS SUPPORT

 
GOAL
To be a vibrant, learning and sustainable organisation that delivers excellence in specialist palliative care for the people of Whanganui


This job description outlines the key duties and responsibilities that form part of the employee’s role at Hospice Whanganui.  The job description is written for the position as at April 2024, and is subject to amendment from time-to-time. 


	Position title:
	Operations Support 

	Primary place of work:
	Hospice Whanganui

	Position status:
	Permanent (0.8 – 1.0)

	Reports to:
	Quality and People Director




	Purpose of position

	The purpose of this position is to provide high-quality administrative support to the Quality, Partnerships and Operations teams as well as the CEO.  The role provides reporting, data administration, and general operations support to ensure the smooth running of those functions. 




	Functional Relationships

	Internal:   All Hospice Whanganui staff and volunteers              

	External:  Key stakeholders such as GPs, Te Whatu Ora, Aged Residential Care providers, Health Care providers, Primary Health Organisations, community organisations, as well as contractors, IT providers and other corporate service stakeholders.  




	Summary of Key Responsibilities

	Data Analysis and Reporting
	Partnerships & Education

	HR Support
	Corporate Services Support





KEY RESPONSIBILITIES

1. Data Analysis and Reporting

	Responsibilities
	Key Deliverables

	Collect and Report Data in a way that shows impact and in a way that speaks to our various audiences
	· Compile Performance Reporting data and ensure these are delivered to our funders and to Hospice NZ on-time.

· Compile monthly Board reports including service and performance data and present these in a professional manner using graphs, dashboards and visuals.

· Support the compilation of service and performance data for audits and our Annual Report.

· Design reporting functions for service metrics such as ED presentations, including working with other stakeholders to obtain data.

· Support Quality & People Director with all quality, HR, audit and other data/reporting requirements.




2. Support to Partnerships and Education

	Responsibilities
	Key Deliverables

	Provides effective support to the Partnerships Coordinator in the management of the Palliative Care Partnership
	· Design and maintain an effective data management and reporting function for the Palliative Care Partnership. This includes working with our partners to collect, analyse and report on the performance of the PCP.

· Support the quarterly reporting of the PCP to our funders, including presenting data and information metrics.

· Design a quarterly PCP newsletter which includes high-impact visuals and graphics showing performance.

· Support the planning and coordination of all training and education for external providers under the PCP. This includes sending invites, following up on attendees, ensuring trainers and all resources are ready and any follow-up is done.

· Support the organising of any meetings for the PCP as required.

	Provide effective support to our education programmes  
	· Design and maintain our mandatory training database for all staff.

· Support the coordination of all internal and external training/education requirements (eg syringe driver training, Hapai te Hoe, manual handling, CPR etc)

· Support the Partnerships coordinator with setting up meetings/events for all internal and external training, education or community outreach.




3. Support to People & HR

	Responsibilities
	Key Deliverables

	Provides effective support to the Group with all HR functions
	· Support the advertising of new roles, organising interviews, follow-up with candidates and all contract documentation.

· Support the on-boarding of new staff including organising meetings with key personnel and providing relevant training (eg IT, systems, H&S etc)

· Ensure all equipment and resources are in place for new starters eg name badges, laptops, phones, work stations etc. 

· Support Director and CEO with production of regular staff and stakeholder newsletters.




4. Corporate Services Support

	Responsibilities
	Key Deliverables

	Support Operations Functions to run smoothly
	· Maintain compliance reporting for buildings and vehicles and organise contractors to undertake timely maintenance, repairs and compliance tasks.
· Support Operations Manager to respond to IT and systems-related issues, including implementing new IT and other projects.
· Support Operations Manager to ensure office spaces for all staff are fit-for-purpose and staff have the tools and systems to do their jobs well.
· Support Retail & Operations Manager with key meetings such as:
· H&S Meetings
· Retail Meetings
· Team Meetings





Essential Requirements

1. Health and Safety

	Responsibilities
	Key Deliverables

	Comply with all H&S requirements of Hospice Whanganui
	
· Complete Hospice Whanganui mandatory training.

· Timely, full and accurate completion of accident and hazard forms if and when required.

· Support clinical team with reporting and escalating of all incidences or near-misses.

· Active participation in workplace health and safety policy and procedure development.


2. Values 

	Responsibilities
	Key Deliverables

	Owning and living HW’s core values


	· Core HW values are lived out and demonstrated in all aspects of your work.

· The patient and their whānau are central to everything we do and this is lived out in all your work and decisions.

· You proactively seek to resolve any challenging or difficult situations or disagreements with colleagues in a collegial, friendly and compassionate manner.

· You demonstrate kotahitanga (unity), courage, manaakitanga (respect, generosity, kindness) and accountability in all you do.







3. Commitment to Te Tiriti o Waitangi Principles
	Responsibilities
	Key Performance Indicator (Job holder is successful when)

	Commitment to the principles of Te Tiriti O Waitangi
	· You can demonstrate an understanding of the Te Tiriti o Waitangi and its principles. 

· You integrate the principles into your mahi wherever possible.

· You commit to ongoing learning to better support our Māori community.

· You work collaboratively with Māori to provide the best care and outcomes for Māori patients and whanau.




Person Specifications


	The following are the requirements the individual must have to successfully perform the requirements of this job

	Experience, skills and knowledge
	· Previous experience in an operations, corporate services or administrative role.
· Advanced skills in Microsoft Office products including Excel.
· Excellent IT skills and the ability to train others.  Ability to learn new systems including Patient Management Systems.
· Excellent data management and reporting skills and the ability to develop and maintain databases that are ‘fit for purpose’.
· Proven ability to analyse and report data to ‘tell a story’ in a manner that is relevant to a range of different audiences.
· Proven skills in design software such as Canva, Publisher, Powerpoint.
· Excellent organising and time management skills and the ability to juggle multiple tasks at once.
· Demonstrates a high degree of judgement, initiative, honesty, confidentiality, attention to detail and good time management.
· Demonstrates flexibility, resourcefulness and resilience.
· Able to build strong positive working relationships at all levels and work effectively in a team environment.
· Able to communicate verbally with confidence and sensitivity and relate well with people at all levels.

· A clean driver’s license.
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