


	

	Position Title
	Centre Manager

	Classification
	Dependent on qualifications and experience

	Agreement 
		Victorian Bush Nursing Centres Nurses Enterprise Agreement 2024

	Reports to:
	Board of Management

	Period of Employment
	Three Year Contract
(Up to) Full Time


	POSITION DESCRIPTION
	[image: A logo for a nursing company
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Position Purpose:
The Elmhurst Bush Nursing Centre (EBNC) Manager is a Registered Nurse or Nurse Practitioner, responsible for the efficient and effective delivery of a range of services within the Bush Nursing Centre and consumers homes. The position is responsible for delivering services that meet community needs whilst complying with funding, accreditation and legislative requirements. The position requires strong leadership skills, strategic thinking, a deep understanding of healthcare management and an appreciation for health and wellbeing issues for rural and remote communities.

Organisational Context
The Elmhurst Bush Nursing Centre is a government funded not-for-profit Centre located between Ararat and Avoca.

The Elmhurst Bush Nursing Centre has played a major role in providing healthcare to local residents since 1916 delivering Clinical and Community Services to the communities of Elmhurst, Landsborough, Crowlands, Glenlofty, Glenpatrick and Amphitheatre.

Situated in the Pyrenees Shire, the region is a diverse agricultural area of cropping and livestock, producing wool, prime lambs, beef, grains, legumes, and wine grapes.

Our Vision
To provide the community with services which promote health and wellbeing

Our Purpose
To provide support and involvement within our community by delivering a high standard of accessible healthcare and lifestyle programs which meet the community needs.
Our Values

· Respect - We embrace diversity and inclusivity by providing services which are respectful and responsive to individuals and groups.
· Caring – We foster compassion in our community by providing exceptional quality service in a supportive environment.
· Friendly – We encourage friendly and approachable connections in our community that support informed decision making
· Community - We welcome active participation through shared thoughts, ideas, and feedback, furthermore, embrace community engagement of all individuals and groups through collaboration.

Organisational Key Priority Areas
· Chronic health and delivery of care
· Client engagement and health literacy
· Partnering with consumers and collaboration

Organisational Responsibilities 
· Be aware of and work in accordance with EBNC policies and procedures 
· Be respectful of the needs of patients, consumers, visitors and other staff and maintain a professional approach in all interactions, creating exceptional experiences.
· Be aware of the National Safety and Quality Primary and Community Healthcare Standards and all other standards as they relate to Bush Nursing Services.
· Undertake other duties as directed that meet relevant standards and recognised practice.
· Agree to provide evidence of a valid employment Working with Children Check and National Police check. 
· Identify and report incidents, potential for error and near misses and supports staff to learn how to improve the knowledge systems and processes to create a safe and supportive environment for staff and patients, consumers and visitors
· Contribute to a positive and supportive learning culture and environment for learners at all levels.
· Participate in all mandatory education and orientation sessions as outlined by EBNC

Elmhurst Bush Nursing Centre is an equal opportunity employer and is committed to providing for its employees a work environment which is free of harassment or discrimination. 

EBNC Board of Management reserves the right to modify position descriptions as required. Staff will be consulted when this occurs.
Responsibilities and Major Activities 

Leadership and management
· Fulfil functions delegated from the Board as set out in the EBNC Delegations Policy and the Board Manual.
· Establish and implement systems for the day-to-day operations including staff management, planning, budgeting, resource allocation, monitoring and reporting.
· Provide strategic direction and leadership to staff members. 
· Provide the Board and sub-committees with advice on organizational performance, financial status and condition, and emerging risks and opportunities of strategic or viability relevance.
· Administer Board processes to support member recruitment, appointments, induction, upskilling and Board meeting Secretariat functions.
· Develop and implement annual business plans to implement the Board’s strategic plan.
· Monitor and evaluate program effectiveness, making adjustments as necessary to optimize outcomes.


Workplace Culture
· Ensure rigorous recruitment and induction processes are in place for all staff and volunteers.
· Ensure staff are empowered to act within the limits of their own scope of practice.
· Foster a productive work environment and a culture of diligence, collaboration, quality and risk management.
· Promote teamwork and effective communication.
· Provide performance management (at least annually) and learning opportunities that progress development towards career goals.
· Sub-delegate any authority subject to Board approval.


Clinical Care

· Maintain accreditation with clinical standards.
· Oversee day-to-day clinical activities, including patient assessments, care planning, and treatment coordination.  
· Monitor patient outcomes and satisfaction levels to identify areas for improvement.
· Identify and mitigate clinical risks.
· Oversee safety and quality assurance activities, including audits, risk assessments, and corrective action planning and management.
· Stay abreast of emerging technologies trends, and best practices in telehealth and remote patient monitoring, and recommend enhancements to improve clinical efficiency and effectiveness.


Community and Stakeholder Engagement

· Provide advice on stakeholders’ interests and changing needs to support Board decision making
· Represent the organization in external meetings, conferences, and events, advocating for the interests of the community and promoting awareness of rural and remote healthcare issues.
· Advocate and participate in local and regional community capacity building and resilience activities relevant to the EBNC members’ needs. 
· Maintain effective relationships with external stakeholders that support the ongoing viability and sustainability of the EBNC. 
· Oversee planning and coordination of community healthcare education programs, and preventive care and wellness initiatives.
· Enable staff to maintain positive relationships with stakeholders relevant to their functions.
· Develop and maintain sustainable partnerships and arrangements with visiting service providers to ensure timely, high-quality care for patients.
· Facilitate effective communication and collaboration with interdisciplinary teams to coordinate care delivery and optimise patient outcomes.
· Monitor the effectiveness and uptake of visiting services and make adjustments as needed to meet patient needs and EBNC strategic goals.


Financial Management
· Adhere to the Delegations Policy
· Working with the Business Manager, develop an annual budget to be approved by the Board
· Ensure fiscal responsibility and compliance with regulatory requirements
· Ensure effective use of clinical resources including staffing, equipment and supplies

Quality assurance and compliance

· Ensure adherence to regulatory requirements, corporate governance policies and relevant healthcare and industry standards and best practice.
· Promote a culture of quality improvement, patient safety and best practice.
· Maintain risk management systems.
· Conduct regular audits and assessments to identify areas for improvement to workplace health and safety and patients’ clinical and wellbeing outcomes.

Key Performance Indicators 
Key performance measures are how you demonstrate meeting the responsibilities of the position. These measures will be used as a part of the Personal Development Plan (PDP) to be commenced within the first six months of appointment and then reviewed on an annual basis. 
· Leads practice within the Vision, Purpose, Values and key priority areas of Elmhurst Bush Nursing Centre.
· Demonstrates leadership and application of knowledge to operate within the agreed budget for the facility 
· Demonstrates understanding, application of knowledge and implementation of the EBNC’s clinical governance framework.
· Demonstrates commitment to personal and professional development and participate as an active member of the Centre’s team.
· Demonstrates knowledge and application of skills to ensure EBNC’s information management goals are met.
· Demonstrates knowledge and understanding of legislation and maintenance of a safe environment for employees, community members and visitors

Key Selection Criteria 

Essential Criteria: 
· Registered Nurse with current AHPRA registration
· Demonstrated leadership capacity and recent management experience in the health industry
· Experience in and examples of leading high functioning teams
· Well developed human resources management skills
· A strong understanding of rural and remote health including the Bush Nursing sector and current challenges
· Highly developed analytical, interpersonal and communication skills
· Experience and examples of successful partnership work involving collaboration with service providers, care givers, community members and other stakeholders
· Experience in organisational planning, development and change management
· An understanding of relevant accreditation standards and clinical governance frameworks

Desirable Criteria 
· Victorian Remote Area Nurse Competency
· Post Graduate Qualification in Management, Leadership or Public Health or working towards same. 
· Current endorsement by AHPRA as a Nurse Practitioner or working towards same

Conditions of employment
· This is a fixed term position for 3 years dependent on EBNC maintaining allocated funding.
· Performance for this position will be formally reviewed within 6 months of commencement and then annually.
· The employee agrees to abide by all health and safety rules and requirements of the employer and all Centre policies and procedures.
· A current driver’s licence.
· This position is subject to satisfactory completion of
· the Centre’s induction process and annual mandatory education requirements
· National Police Check (renewed every 3 years) 
· Working with Children Check (renewed every 5 years)
· Immunisation requirements (annually)


Acknowledgement
I have read and agree to accept this position description as an accurate record of my responsibilities of employment as Centre Manager of Elmhurst Bush Nursing Centre.
	Employee Name
	

	Employee Signature
	

	Date
	

	
	

	Board Chair
	

	Board Chair Signature 
	

	Date
	

	
	

	Developed Date 
	November 2025

	Authorised Date
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