
	

	Position Title
	Contract Officer – Support at Home

	Position Number
	New

	Department
	Community Services – Business Management

	Classification
	HS3 – Admin Grade 3

	Agreement 
		 Victorian Public Health Sector (Health and Allied Services, Managers and Administrative Workers) Single Interest Enterprise Agreement 2021 – 2025    

	Reports to:
	Direct - Business Manager
Indirect – Director Community Services


	POSITION DESCRIPTION
	[image: ]














Position Purpose:
The Contract Officer supports the effective management and administration of contracts and service agreements across community aged care programs. This includes coordinating Participant Agreements and Associated Provider contracts for Allied Health, Community Nursing and Home Support services through the Commonwealth Home Support Program (CHSP). The role ensures compliance with all legislative, financial, and quality standards while maintaining efficient procurement and contract management practices that support high-quality care delivery for older Australians living in the community.

Community Services Overview: 

East Grampians Health Service Community Services aims to meet the needs of the community by offering a broad range of services to keep people living safely and independently in their own homes.  Services are provided to the people of Ararat and surrounding communities, from the EGHS Community Health Centre, at outreach centres, in people’s homes and via telehealth.  Our services include Allied Health, Oral Health, Community Nursing, EGHS@Home (Home Support) and Patricia Hinchey Centre. Some of these services support other clinical areas including our acute and residential aged care patients. Our community health centre also serves the purpose of hosting speciality clinics such as consulting suites for our visiting surgeons and Maternal Child Health Nurses.

Our Values 
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	Integrity
	We value integrity, honesty and respect in all relationships
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	Excellence
	We value excellence as the appropriate standard for all services and practices
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	Community
	We respect the dignity and rights of our community and    acknowledge their beliefs, regardless of their cultural, spiritual or socioeconomic background
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	Working Together
	We value equally all people who make a contribution to EGHS to achieve shared goals
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	Learning Culture
	We strive to continually lead and develop through education, training, mentoring and by teaching others.




Organisational Context
East Grampians Health Service (EGHS) is a rural health service located in Ararat and Willaura in Western Victoria. EGHS is an integral part of a thriving community and is committed to providing quality health and wellbeing services to people of all backgrounds. 

Serving a diverse community, EGHS delivers an extensive range of acute, residential, home and community based services. We strive to continually improve our services to best meet the needs of our patients, consumers and the community.

Our Vision
East Grampians Health Service will improve the health, wellbeing and the quality of life for our community.

Our Purpose
To meet people’s health needs through leadership, strong partnerships and wise use of resources.

Strategic Actions
See Strategic Plan 2023 – 2027.
Organisational Responsibilities 
· Be aware of and work in accordance with EGHS policies and procedures, including:
Victorian Public Sector - Code of Conduct 
Confidentiality, Security and Management of Information - SOPP 24.02
Hand Hygiene - SOPP 70.18
Occupational Health and Safety - SOPP 72.09
Person Centred Care - SOPP 60.20
Safety - SOPP 72.13
Performance Development policy - SOPP 35.27
Risk Management - SOPP 74.01
Child Safe – SOPP 57.24 
· 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 Health Service Standards and all other standards as it relates to your area of work and associated accreditation.
· 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 provide the necessary details for East Grampians Health Service to undertake a national Police check. Also provide a National Disability Insurance Scheme (NDIS) worker check or the necessary details (if required). 
· 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 health professional students and learners at all levels.
· Participate in all mandatory education and orientation sessions as outlined by EGHS.

East Grampians Health Service is an equal opportunity employer and is committed to providing for its employees a work environment which is free of harassment or discrimination. 

EGHS reserves the right to modify position descriptions as required. Staff will be consulted when this occurs.
Responsibilities and Major Activities 
Contract administration and governance
· Prepare, review and administer contracts for program participants and associated providers for the Commonwealth Home Support Program ensuring all associated paperwork is accurate and up-to-date.
· Meet with and discuss contracts with participants and their support person
· Maintain an accurate and up-to-date contract register, including renewal and compliance tracking.
· Ensure all contracts align with organisational policy, the Aged Care Act 2025 and Strengthened Quality Standards (where applicable).
· Draft and coordinate variations, extensions, and terminations as required
· Ensure Associated Provider compliance with required insurances, employment checks and clinical governance obligations.
· Support continuous improvement by identifying process efficiencies and policy enhancements in contract administration.
· Assist in evaluating Associated Provider performance and managing key relationships to ensure continuity and quality of care.
· Identify, record and report contractual risks, ensuring issues are escalated promptly. 
· Contribute to internal and external audits and accreditation processes
Stakeholder and Participant Support
· Act as a point of contact for participant enquiries regarding My Aged Care and CHSP related processes and resolve issues related to contracts, services and programs

· Work collaboratively with internal teams (e.g. service providers, management) and external parties (e.g, participants, suppliers) to ensure smooth execution and compliance. 

· Provide contract-related advice and guidance to operational teams.

· Initiate Multidisciplinary Team Meetings for the completion of care plans

Key Performance Indicators 
· Demonstrates practice within the Vision, Purpose and Values of EGHS.
· Demonstrates leadership and application of knowledge to operate within the agreed budget for the Department and facility and the organisation’s Financial Management framework.
· Demonstrates understanding, application of knowledge and implementation of the organisation’s clinical governance framework to ensure the provision of high quality health care through continuous improvement.
· Demonstrates commitment to personal and professional development and participate as an active member of a team.
· Demonstrates knowledge and application of skills to ensure the organisation’s information management goals are met.
· Demonstrates knowledge and understanding of legislation and maintenance of a safe environment for employees, consumers and visitors

Key Selection Criteria 

Essential Criteria: 
· Strong understanding of contractual terms and conditions. 
· Excellent written and verbal communication skills for liaising with a wide range of stakeholders. 
· Proficiency in Microsoft Office Suite and contract management systems.
· Ability to interpret and apply complex guidelines and regulations. 
· Proficiency in contract administration, including review, negotiation, and variation processes. 
· Strong organizational and time management skills to juggle multiple tasks and deadlines. 
· Excellent attention to detail for managing contracts and associated document control. 
· Understanding of community aged care operations and service delivery models.
· Knowledge of the Aged Care Act, My Aged Care, Strengthened Quality Standards and privacy/confidentiality laws.

Desirable Criteria 
· Qualifications in Business, Health Administration, Commerce or Law or working towards same

Must comply to having or completion of:
· National Police Check (renewed every 3 years) 
· Working with Children Check (renewed every 5 years)
· NDIS Worker Screening
· Immunisation requirements (annually)
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