Victorian Public Health Sector Classification System

A review and development of a new classification structure was proposed in the Health Services
Union of Australia Administrative Offices Victorian Public Sector Multi-Employer certified
Agreement 2002-2006 (Certified Agreement).

The rationale underpinning the new Victorian Public Health Sector Classification System was to
provide for a more modern and generic approach to classifying positions. The approach taken in
using generic descriptors is new to the Victorian public health sector, however it is a widely used
approach in other industries via awards and agreements.

The attached Victorian Public Health Sector Classification System will form part of a the Health
Services Union of Australia — Health And Allied Services, Administrative Officers — Victorian
Public Sector - Multi Employer Certified Agreement 2006 — 2009 and will be implemented in
September 2007.

GRADE 1

Description
Positions at the Grade 1 level are regarded as base grade administrators, OR
operators within a defined activity.
Work level standard

(@) Grade 1 level positions require knowledge associated with several years
experience or technical training. They require performance of related tasks
within a defined area of activity which have clearly defined objectives. They
require the ability to obtain cooperation to comply with technical and
administrative arrangements, or to provide information and advice to members
of the public consistent with organisational guidelines.

(b) There are established procedures for performing tasks. Positions are well
defined, with standardised procedures although the tasks performed may
require the use of a number of accepted methods or systems. The most
suitable course of action is selected from a limited range and effective choice
is guided by precedent or rule and can be learned.

(c) The positions' progress is closely monitored against standards, targets or
budgets though there is limited flexibility in the means of achieving these. The
positions report frequently on work progress and/or receive instructions which
determine the work program and the standards to be achieved. The positions
are required to analyse situations or information, clearly and accurately
communicate information, or make recommendations to peers or immediate
supervisors.

Typical role/duties

e Prepare statistical reports and summaries and monitor and check accuracy of
reports;

e Monitor daily billings and collections by cashiers and banking;



Process standard claim forms, ensuring that all legislated procedural
requirements are met;

Train new employees in basic clerical or administrative functions;

Follow progress of invoices, orders or payments to ensure action occurs as
specified in these documents;

Undertake enquiries related to work area; for example the availability of ordered
stock; the best available price for ordered items; overdue accounts;

Maintain accurate and effective filing systems;
Communicate with external organisations such as health insurance funds,
Accident Compensation Commission, Veterans' Affairs, and WorkCare Claims

Administration Agents regarding payment of accounts;

Prepare minutes and agendas, and coordinate meeting dates for committee
meetings.



GRADE 2

Description

@)

(b)

(c)

Positions at this level are regarded as supervisory positions coordinating a small
work group, OR

as an entry level specialist role within a particular technical or professional area, OR

experienced operators within a specific activity.

Work level standard

Undertaking Certificate/Diploma level in accordance with the Australian
Quality Training Framework or equivalent. Grade 2 positions require
technical/administrative training with several years' experience or equivalent
work experience. They require supervisory or technical leadership within one
or two activities which have well defined objectives. Good persuasive skills are
required to obtain cooperation in the achievement of objectives or for the
communication of technical or administrative information.

Positions are clearly defined and procedures established and standardised,
however, there is a range of varied techniques and methods available to
perform work. election of the most suitable courses of action is aided by rules,
guides, procedures or precedent.

Although the positions' work progress is closely monitored against standard,
budgets or targets, there is some flexibility in the means for achieving these.
The positions generally report frequently on progress and performance.
Supervisory positions may share accountability for actions or decisions with
peers or line management while technical or professional specialists are one
of the number of sources which analyse and provide advice or a specialised
service.

Typical role/duties

Supervise the day to day activities of a small group of staff (relative to the size of

the organisation) within a specified function (e.g.payroll, patient accounts) ;

Liaise with immediate supervisor and middle management level positions to seek

and provide information;

Establish and maintain appropriate work patterns and procedures for the function

supervised;

Administer the function to ensure current policy and procedures is understood

and adhered to;

Prepare reports for use by management. ;

Liaise and consult with external agencies (e.g Medicare, Health Insurance

Funds, Transport Accident Commission, WorkCover) with regard to routine
transactions;



e Liaise with patients/clients to obtain information and discuss problems in relation
to routine transactions;

e Liaise with suppliers for the routine purchase and delivery of health service
supplies.



GRADE 3

Description

@)

(b)

(c)

Positions at this level are regarded as senior supervisory positions overseeing a
small to medium sized workgroup (relative to the size of the health service), OR

a specialist role within a particular technical or professional position, OR

administrators responsible for a specified activity recognised across the health
service.

Work level standard

Positions require proficiency in the use of established technical or
administrative processes through a number of years experience in the field
OR a qualified tertiary graduate. They demonstrate supervisory or technical
leadership for a distinct activity which may need to be coordinated with other
activities. Positions require the ability to obtain co-operation and assistance in
the administration of well defined activities and/or to influence others in the
achievement of set objectives.

The broad parameters of the position are clearly defined although judgement
may be required to select from a range of standardised systems or
techniques. Precedent or standard procedures or instructions generally exist
for most work situations and policy guidelines may assist in the selection of
the most suitable course of action.
Supervisory positions independently organise and oversee the day-to-day
activities of subordinate staff within clearly defined standards, budgets and
time frames. Specialist positions provide sound technical advice to peers, and
to more senior positions. All positions are responsible for recommending or
accepting particular actions.

Typical role/duties

e Recruit and select permanent and temporary staff for general positions;

e Coordinate and submit consolidated reports;

e Implement controls and systems to ensure resources are fully utilised and health
service policies are implemented;

e Develop and present training programs;
o Liaise with senior staff to obtain and present information;

e Allocate and control staff and resources to ensure activities of the work area are
carried out efficiently and effectively;

¢ Monitor safe work practices and security standards to maintain a safe and secure
environment;

e Assist staff with problems, and recommend action to be taken.



GRADE 4

Description

@)

(b)

(c)

Positions at this level are regarded as middle management in control of a medium
workforce, OR

administrators managing a function, or an experienced specialist role within a
particular technical or professional discipline.

Work level standard

Positions require proficiency in the use of broad technical or administrative
processes through a number of years of experience in the field or to be a
tertiary graduate with a number of years experience in the field. They require
understanding and/or leadership across for an activity which may need
coordination with other activities. Considerable persuasive skills are required
for successful adoption of operational schedules and to gain cooperation of
the workforce.

The broad parameters of the job are well known but are often diverse and
require judgement in selecting the appropriate action. Problems are generally
manageable and solutions guided by precedent and practice.

Management positions are accountable for the scheduling and implementation
of major work programs within defined budgets and policy guidelines.
Specialist jobs provide authoritative advice to peers and more senior positions
in the discipline. As such all positions are predominantly responsible for the
action undertaken.

Typical role/duties

e Provide advice on techniques and procedures for occupational health and safety
matters (including infection control);

e Undertake quality and risk management programs to ensure the achievement of
required standards.;

e Develop rosters for the cleaning of all wards and presentation of gardens
involving up to 100 staff;

e Prepare reports on service delivery development and undertake special projects
for the health service and Department of Human Services;

¢ Review the staff profile and adjust where necessary to maintain the integrity of
reports and the internal staff profile, advise on funding available for staffing
requirements.;

e Oversee and contribute to the formulation, implementation and ongoing review of
staff induction and training programs;

e Collaborate with senior management, Medical Officers, injured employees,
unions and rehabilitation providers to devise, plan and implement
rehabilitation programs;



¢ Review existing computer software effectiveness with a view to enhancing its
functionality and develop software to meet new requirements; (to be re-visited)

e Prepare and interpret financial budgets, annual returns and comparative monthly
statements.



GRADE 5

Description

Positions at this level are senior managers, professionals and specialists who are
generally responsible for a significant operational area, function or department within
a division or health care services unit, OR

multi-function manager of smaller health services providing a range of services
across the agency.

Work level standard

€) A high degree of proficiency in the use of technical or administration processes
through extensive experience would be typical at this level along with appropriate
qualifications. Understanding and leadership across a number of activities within the
major program require considerable coordination skills. It also requires persuasive
ability to gain the commitment of peers and subordinates in the identification of
action plans and managing progress where there are competing activities.

(b) Although work assignments apply familiar techniques and methods, there is also a
requirement to recommend the modification or adaptation of techniques and
methods that impact upon other areas of the agency. These activities require the
detailed analysis of the major alternatives, including cost impact and implications for
implementation prior to the presentation of well thought through action plans.

(c) Considerable latitude is provided to senior managers in the design of work
programs, independent allocation of resources and control over budgets.
Nonetheless, the position operates within the constraints of agency policy/procedure,
Department of Human Services guidelines and professional standards. These
positions are held accountable for significant projects or functions which involves a
major requirement to make things happen, consistent with the established
standards.

Typical role/duties

Plan operating budgets and resource requirements to accommodate expanded
facilities and services;

¢ Investigate the supply needs of the organisation/s leading to the development of
purchasing and inventory control programs required to achieve cost effective
delivery schedule;

e Inspect suppliers, manufacturing and wholesale operations to ensure the
achievement of minimum standards of hygiene, product quality, distribution
and storage standards;

o Develop menus, oversee food preparation and presentation and manage food
supply within budget limits for a medium health service;

e Manage a range of services within a small health service covering patient
services, finance, personnel, gardening, building maintenance and community
relations;



Establish, manage and oversee consultative mechanisms and advise health
service management on developing industrial and employee-related issues;

Represent and advocate on behalf of the health service at industrial relations
tribunals and in labour negotiations;

Conduct programmed audits into operational and financial procedures and the
safeguarding of assets;

Determine the performance of organisational units in the health service in respect
of their financial planning, and control activities in compliance with
management instructions, statements of policy and procedures, high
standards of administrative practice and health service objectives.



GRADE 6

Description

@)

(b)

(c)

Positions at this level are senior managers of large divisions, OR
expert managers of complex/advanced functions with agency-wide application, OR

executives of smaller or district health services providing a range of services across
the agency, OR

senior managers of a number of varied functions across the health service.

Work level standard

At this level, positions require specialised knowledge resulting from years of
experience in health service management. Appropriate tertiary qualifications
are typically required at this level. The knowledge required spans several
disciplines and there is a requirement for integration of a range of associated
operations as part of a major program delivery. There is a requirement for
persuading others to adopt a particular course of action where there are
competing objectives and priorities plus a variety of outcomes.

Standard systems, methods and procedures are determined by positions at
this level for adherence across a health service or group of specialised health
care services. This requires extensive analytical skills in interpreting service
needs, general guidelines, local conditions and the achievability of the desired
results.

Management positions typically follow operating precedent and procedure but
there is latitude in the emphasis given across a range of projects or services.
Similarly, positions have a role in the development of business plans, new
operation targets and the apportionment of total resources, but there are
others who are predominantly responsible for the determination of these
aspects. Technical/professional positions are regarded by professional peers
as expert in the disciplines covering a complete function where the advice
rendered would only be challenged by other experts. In all cases, the position
is held accountable for the integrity of the service/project/advice and the
achievement of significant standards of performance benefiting the entire
agency.

Typical role/duties

Prepare economic and demographic forecasts as part of an overall planning

process to determine the future growth and services of the health service;

Develop financial control systems, budget guidelines and reporting mechanisms

so that the Health Service Executive and Board have a complete
understanding of the financial viability, efficiency and future options for
resource management;

Direct and control a range of technical and engineering services covering plant,

building and grounds maintenance, capital and minor works, plant and
equipment assessment, energy management, and reticulation of electricity,
water, gases;
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e Direct and control a significant service function in a medium to large health

service, determining staffing, training, supply and expenditure needs for the
division;

e Oversee and direct the provision of a comprehensive patient food service, as well
as an extensive non-patient service through varied on-site food service
outlets, including staff cafeteria, coffee shop, bistro/snack bar;

e Advise and counsel management and senior staff on human resource issues,
such as disciplinary matters, the identification of new work practices to reduce
budget overruns, consultative strategies, training needs and management
obligations.
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GRADE 7

Description

@)

(b)

(c)

Positions at this level are executives of small heath services administered with the
assistance of a central or regional organisation, OR

the executive managing a number of smaller health services annexed to a medium
to large regional health service, OR

manager in charge of a principal division/department of a medium to large health
service.

Work level standard

At this level, the emphasis is on the management of a range of service
support activities or the management of a major division in a medium sized
health service. Appropriate tertiary qualifications are typically required at this
level. Activities would embrace the planning, organising, directing and
controlling of subordinate staff who in turn have specific technical
responsibilities. This requires leadership to gain full integration of support
activities affecting the total health service. Positions would require a
specialised knowledge resulting from years of experience in administration
and management as well as in their field of expertise.

Operating policy and standards to be applied across the health service are
established by positions at this level. A good understanding of the health
system is required for the position to identify innovative solutions to complex
matters affecting the whole of the service delivery.

Direction of the work program is defined in terms of results to be achieved
within agreed budgets, the effectiveness of outcomes being subject to ongoing
executive, Board and/or Departmental review. Principal management
positions within a medium to large health service would provide advice and
report to executive positions. Executive positions independently managing
small health services with a high degree of delegation would be accountable
for the management, administration and operation of such small health
services, but would seek advice from their professional peers within a larger
health service.

Typical role/duties

e Direct and control a range of services within a small health services covering
industrial relations, personnel, finance, accounts, patient services, buildings
and grounds maintenance, plus community relations;

e Prepare, manage and monitor the health service’'s budget including the
examination of resource utilisation and redeployment of resources to areas to
meet priority needs;

e Monitor budget and patient throughput targets and take remedial action to ensure

that each small or annexed health service meets the conditions of its Health
Service Agreement;
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e Administer and control the financial management and accounting functions of the
health service, resulting in guidance to management on the most efficient and
effective manner in which the financial resources of the health service can be
best utilised,

e Provide the management of the health service with information and data that will
assist in establishing short, medium and long term goals to ensure that the
future planning and direction of the agency is aimed at providing an optimum
level of patient and community care.
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GRADE 8

Description

(@)

(b)

()

Typically positions at this level operate at the executive level, OR

Managers in control of a substantial division/department or facility in a large health
service, OR

Chief Executives of small hospitals or community health centres.

Work level standards

At this level, the principal emphasis is management of major and large
activities embracing the planning, organising, directing and controlling of
subordinate staff who in turn have managerial responsibilities. This requires
leadership at both a technical and human resource level to gain maximum
integration of diverse activities affecting the total health service. Negotiation
with external groups on difficult and sensitive health care and service delivery
issues would be a regular feature of jobs at this level.

In addition to setting the standards of service across the health service, this
position is required to understand community and government needs in
relation to health care. This provides the framework for positions at this level
to create new services, establish new service standards or reallocate/
redesign the ways in which such services are provided to the community.

Direction of the work program is defined in terms of results to be achieved
within agreed budgets but with methods being suggested and seldom
specified in detail. Judgement on the effectiveness of outcomes are subject to
ongoing review and there is a requirement to report to other executives and
the Department of Human Services on major issues. Within this context, it is
clearly the responsible manager in the areas of delegated accountability.

Typical role/duties

Develop and implement plans for future expansion of services and facilities to

meet emerging community health needs and operating efficiency constraints;

Direct and control subordinate managers in control of environmental services,

linen services, engineering and technical services, human resources, supply,
catering, patient services, management information services and public
relations;

Represent the health service in meetings with external professional organisations

and the Department of Human Services in order to facilitate improved service
standards and achievement of budget constraints;

Authorise statutory and other reports as required by the Department of Human

Services in relation to service delivery standards and budget status;

Direct and control the full range of services for a small, independent health

service, which may include an attached nursing home, including policy
development and planning for the short and longer term development of the
health services;
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e Control the accounting and financial reporting functions of business, investment
and operational units which are conducted independently of the hospital's
operating and funding arrangements;

e Direct and control the management and operation of the Central Linen Service
providing administrative direction, financial controls, capital replacement and
development plans, as well as the determination of a cost structure for the
supply of linen to metropolitan hospitals.
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GRADE 9

Description

@)

(b)

(€)

Positions at this level are a Chief Executives of district hospitals 0 Community Health
Centres or equivalent, OR

an executive managing the principal functions in a major, multi-faceted, multi-
campus institutions.

Work level standards

At this level, a thorough understanding of health care administration and
health care issues is required in order to manage large and complex services,
obtain maximum productivity from a large workforce and integrate all aspects
of health care. In addition to the direct management of all administrative
support functions, positions at this level are required to directly influence
clinical and clinical support service delivery. Negotiations at this level occur
with professional specialists and significant community representatives in
regard to service delivery, facilities and resource requirements.

Because many of the issues are complex and require considerable
interpretation, to the major health care issues is needed, this position is
required to develop proposals to identify the future plans for the health service
and the nature of its services. Influencing factors are diverse and choice often
requires a synthesis of opinions, detailed analysis of options and presentation
of achievable plans. Support in the management of these issues may be
provided, as appropriate, through the Chief Executive, Medical and Nursing
Directors, or Executive managers, Department of Human Services
representatives and expert consultants in specialist fields.

The achievement of results is substantially vested in this position allowing
considerable autonomy in the deployment of allocated resources and
management of project plans. At the same time, there is limited freedom to
initiate and commit the health service to new ventures without approval from
the key stakeholders and Chief Executive/Board. Within the context of
approved policy, the position can commit the organisation to major
expenditure programs and can act as spokesperson in public forums.

Typical role/duties

e Undertake major special projects that substantially reshape the future health care
service for a major health service;

e Direct and control a comprehensive human resource function in a major or multi-
faceted, multi-campus health service providing strategic advice to the
Executive, and directing a range of activities including workforce planning;
organisation and policy development; industrial relations; salary
administration; occupational health and safety policy, training and procedures;
rehabilitation and WorkCare claims management and representation;
personnel administration; staff development and training; staff counselling and
the selection, recruitment and termination of employees;

e Manage the full range of administrative and support functions and services for a
large health service, identify outcomes, resources and standards of operation
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and manager specific issues, to improve operating efficiency and
effectiveness;

Manage an executive relationship with unions which involves the identification of
issues and strategies for the consultative involvement of staff through elected
representatives, as well as the negotiation of disputes which may occur from
time to time;

Liaise and negotiate with Department of Human Services on Health Service-wide
policy matters; including resources, health care delivery, capital works and
other matters;

Direct the health service’s planning activities and provide leadership and overall
guidance in both the administration and operation of a district hospital;

Advise the Committee of Management on matters of policy, financial planning,

service needs and delivery, legal and statutory obligations and any other
matters affecting the service delivery of a small-medium hospital.
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GRADE 10

Description

@)

(b)

(€)

Positions at this level are senior executives of a major health service or equivalent.

Work level standards

At this level, positions require a full understanding of public health care issues
plus health system management. The management role covers all aspects of
health care provided by a major health service including funding, standards of
clinical and clinical support service delivery and long term planning of
resources and future services. Negotiations at this level require skill to
persuade the CEO and the Board of Management, executive representatives
of the Department of Human Services and all level of government plus
community representation.

A requirement at this level is to develop short, strategic plans to meet the
requirements of the local community, match Department of Human Services
standards and ensure appropriate standards of health care delivery. In
developing proposals and implementation plans, positions at this level are
provided with latitude but are required to ensure that all aspects are fully
explored and acceptable with the key stakeholders.

Broad operating policies are provided from the Executive and the Board
and/or Department of Human Services along with an understood level of
health care delivery for the local community. The allocation and organisation
of all resources relating to principal functions, are determined by positions at
this level covering all aspects of the health service’s activities. All executives
at this level are held accountable for the achievement of the total health care
delivery and service standards for the health service.

Typical role/duties

Develop, negotiate and implement budgets covering all aspects of the health

service’s activities;

Set policy and procedures for the effective and efficient running of the health

service and delivery of health care;

Control and manage non-clinical services within a health service, as the senior

executive, providing executive support and relief to the Chief Executive, and
financial advice to the Board of Management;

Develop and implement policies, programs and procedures for the health service;

Managing a principal function the operations of a medium-sized or a large

regional Hospital and ensure that resources are allocated appropriately in
order to achieve targets within the budget parameters.
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GRADE 11

Description

Positions at this level are Chief Executives of large, regional health services or of
a comparable specialist function health service, OR

a senior executive of a major multifaceted, multi-campus health service.
Work level standard

(a) At this level, positions require a thorough knowledge and expertise in health
care issues and health service management. The management role covers all
aspects of health care provided by large, regional health services, including
funding, standards of clinical practice and clinical support service delivery and
long term planning of resources and future services, or the management of
significant non-clinical operations. Negotiations at this level require skill to
persuade Boards of Management, executive representatives of the Department of
Human Services and government representation.

(b) At this level, positions are likely to be required to identify major health care
trends and develop strategic plans to meet the community requirements,
Department of Human Services standards and ensure appropriate standards of
health care delivery. The management plans and health service delivery
standards developed by this job would be regarded by peers and health care
experts as innovative and applicable throughout the health industry.

( ¢ ) CEO positions at this level manage large health services, and are
accountable for the full range of operations. The Board and/or the Department of
Human Services provide broad operating policies, and positions would exercise
judgement to achieve planned results.

(d) Senior executives would operate with considerable flexibility and autonomy in
the determination of strategies, budget allocation and major projects undertaken
according to Board delegations.

Typical role/duties

Develop, negotiate and implement budgets covering all aspects of the health
service’s activities.

Direct and control the delivery and provision of health care services which may
include providing primary and secondary care and administrative support to
other health services.

Initiate, develop and implement plans, policies and procedures designed to
achieve high quality health and patient care.

Develop short, medium and long term capital, resource and service delivery
development plans and direction.

Negotiate the Health Service’s Funding Agreement with the Department of
Human Services.
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GRADE 12

Description

Positions at this level are Chief Executives of large health services, that typically
consist of a number of sites, or a comparable specialist health service.

Work level standard

(a) At this level, positions require substantial knowledge and expertise in local and
statewide public health care issues and health service management. The
management role covers all aspects of health care provided by major health
services including funding, standards of clinical service delivery and long term
planning of resources and future services. Negotiations at this level require skill to
persuade Boards of Management, executive representatives and Department of
Human Services and government representation.

(b) At this level, positions are required to anticipate, research and identify major
health care trends and develop short and long term plans. Considerable
judgement is required to ensure that all aspects of these plans and new services
meet all the requirements of all stakeholders. As a result of initiatives undertaken
by jobs at this level, it would be expected that programs could be adopted at other
health services and substantially improve the standard of health care in the whole
community.

(c ) The position is accountable for total health care service, cost effective delivery
and implementation of long terms development plans. Considerable flexibility and
autonomy is exercised by chief executives in the determination of organisational
strategies, budget allocation and major projects undertaken within broad
delegations from the Board.

Typical role/duties

Develop and implement service delivery plans and meet changing health care
needs.

Establish corporate structure and formal delegation of responsibilities.

Ensure that the financial management requirements are met.
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GRADE 13

Description

Positions at this level are Chief Executives of major, multi-faceted and multi-campus health
services requiring a stature that clearly places the job at the most senior level in the industry. The
position manages of an extremely large and diverse workforce and controls a substantial
operating budget.

The position manages an organisation with an extremely large and diverse and controls a
substantial operating budget. The health service provides a comprehensive integrated health care
service to people in the suburbs of metropolitan Melbourne and nearby catchment populations.

The services include public hospital services; aged in-patient, community and home care
services; and in-patient and community mental health services.

The organisation is affiliated with a University for teaching medical and postgraduate nursing
students and for postgraduate study and medical research.

Work level standard

(a) Positions require a substantial knowledge and expertise in local and statewide
public health care issues and health service management. The management role
covers all aspects of health care for a major multi-faceted and multi campus
health service including funding, standards of clinical service delivery and long
term planning of resources and future services. Negotiations at this level require
skill to persuade Boards of Management, executive representatives and
Department of Human Services and government representation.

(b) At this level, positions are required to anticipate, research and identify major
health care trends and develop short and long term plans. As such there is
considerable professional judgement to be exercised, to ensure that all aspects of
these plans and new services meet all the requirements of the various
stakeholders. As a result of initiatives undertaken by jobs at this level, it would be
expected that programs could be adopted at other health services and
substantially improve the standard of health care in the whole community.

(c ) Positions at this level manage major multi-faceted and multi-campus health
care services. The position is accountable for total health care service, cost
effective delivery and implementation of long terms development plans. The
position is responsible for controlling a substantial operating budget. Considerable
flexibility and autonomy is exercised by chief executives in the determination of
organisational strategies, budget allocation and major projects undertaken within
broad delegations from the Board.
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