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Posmon Number —r T

F’OSJthI‘I Tltle,a‘ A

Revenue System and Performance Analyst

Fac:hty

District Finance

Dwrsmn.

Cost Centré.’:"

Classmcatlon,

; Health Manager l.evel 3

Award

.Health Managers (State ) Award

Vaccmatlon Category.

Reports toy

Revenip Manager:

§ To_gether With;

Direct Reportst:

. ..Varmus pus;tmns .

“Ensure that revenue bllhng and assocaated systems are functlomng at best practlce leveis n relatlon to

S
E all aspe:ts of MoH and Local Health District policies and procedures.
Purpose of Position: » A55|5t in implementing change management and improving work processes in relation to
Revenue/RecewabIes accounting including maximizing revenue generation and limiting outstanding
debts;
> Provide District Finance with timely reviaw and reports on Revenue performance.
> Ensure that systems and work practices facilitate the analysis and timely reporting of a wide range of-
finanéial_ and statistical data as input to the financial accounting records.
»  Ensure that services provided are effective and efficient and provide maximum automation of ;
protesses. |
»  Analyze revenue data to guide SLHD in identifying opportunities and risks in making decisions. '
»  Ensure accurate and timely revenue performance information and data-driven opportunities for.
presentation to Executives,
2. Serve a5 g deputy to the Revenue Manager,
>  Manage, review, and suppoert the revenue systems anc! assouated mterfaces w:thm the Sydney anal
Health District.
Key Accountabilities: »  Inconsultation with the Director of Finance and Revenue Manager, develop revenue performance
metrics and processes for monthly reporting.
¥  Manage, review, and develop interface systems between business units and the existing revenue
billing'system, including the radiolegy system (RIS} .
»  Oversee revenue system software installations, incleding all aspects of the project such as assisting i
software vendor, assisting in the business process review and husiness case reports, documentation of |
procedures, testing and training of staff. ' i
> Set priorities and carry out monitoring functions to ensure data are of the highest quality required for - !
billing/receiving of payment purposes. -
> Afttendance at meetings relevant to billing and associated systems and process management.
»  Ensure systems effectively and efficiently meet procedures related to billing, cleiming, discharge,
cash handling, patient accaunts as required by management.
¥ Assist in operating revenue and hilling systems in accordance with Government, NSW Ministry of Health
and Sydney Local Health District policies and procedures.
> Co-ordinate training for staff in refation to new revenue system changes and processes,
»  IManage process and follow up communications, issues raised, input documeantation fram
all departments and other Units,
»  Work with management to ensure timely and complete implementation of initiatives.
> Assist senior staff in complex tasks, projects, reviews of operatioral systems and with the
deveiopment' and Implementation of policies, procedures, standards and practices for District
Finance,
> Work with management to ensure quality control and audit readiness.
#~  Work with management to ensure all reguirements are satisfactorily completed in
accordancs with statolory reporting schedules.
»  Ensure adequate filing archiving and maintenance of records.
> Adhere to EEO and all statutery regulations & SLHD policias and procedures.
»  Participate in Quality Activities.
~

Participate in Performance Appraisals.




T Ensdte that al% mformatlon rema |dent[al
»  To'act o behalf of Revenue Manager as raquired.
®  Providea suite of reports on cash: flow collection, debts, data analysus ahd trends within SLHD,
= Prowde ravenue data- modeimg, mining and analysis suppon farSLHD
» Prepare reports that mclude statistica) analysis, reports and graphs
b4 Implement data collection systems-and. other strategies that:optimize statistscal efflmency and data
o guality..
* Assist'with the timely préparation and distrsbutnon of End ‘of morith, End of Quarter and End of Year
reporting for key internal stakeholdérs. :
> O;_he_r dutles as required.
' Chal lenges . > Ensure that revenue billing and assoclated systems are functioning at best practice levels in relation to 5l aspects
: of MeH and Sydney Local Health District poficles and procedures:
‘ > Responsible to smpSement cha nge management and improve work processes in relation to Revente/Receivables
|3 aceounting inciuding maxifizing revenue generation and limiting ‘outstanding debts:
‘ ¥ Responsible to ensure systems and work practices f facilitate the analys:s and t|mely reporting of 2 wnde
range of financial and statistical datd as input to the financial accounting records.:
Responsible Lo ensure services provided are effective and efficientand prowde maximum avtomation of :
processes,
b Reqmred to cemmumcate at all levels, including commumcatlon wsth staff and cl|ruc|ans acmss the LHD for
‘Contmunication effective Implementation of systems related processes, communication with management on 5ystems reiated

issues, and to rontribitte 3t variols pro;ect meéetings and commlttees.
Required to comimunicate to both lntemal and: externai stakeholders, mcludmg Hospltals and other
business departments, ta coord:nate an; effective’ solutnon for the organization. !
Required to prepare clear; and accurate; reports; br{efs and:presentations to asmst management with 4
decision makmg :

| Decision Making

Reqmred tG make demsmns reIatmg to revenue systems improvemem development and lmpfementanon I

consiitation with the District Révernilie Manager.:

Required to contnbute to the decision maklng processes across the orgamzatmn relating to systems related
businesschanges,

Director of Finance to approve revenue performance metncs and targets developed

fS_election Criteria

" 'Demonstrated expérignce with systems gdministration inchzding maintenancé ‘of systems parameters

and referenca tables, liaising and follow through with vendor for- problem resolUtion, and taking an 1 :
active role with system/regressmn testing to ensure data integrity, :
Demonstrated high level of ana!ytu:al wntten, verbal, and interpersorial communication skills Includlng

; >
o ) report writlng, presentation and negotiation.
; (max of 3). »  Demonstrated experience with business process redemgn 1mplementattdn, ‘and support in a blil:ng
environment that promotes fficiency and accuracy,
»  ATertlary qualification in Accounting, Commerce or Compuﬂng and/or equwa]ent experjence,
»  Advanced knowledge and practical skills in financial aceounting systems, hospital billing systerns and M3
Office software [particularly Excel and Word).
»  Experienced in performing data mining-and data analytics, on data-sets and. data‘marts within a
financial management information system,
»  Demonstrated ability to develop good working relationships within a large team, and both internal and 1|,
external stakeholders. i
»  Dernonstrated ability to work mdependently to meet deadlines and depariment objectives and manage |
i conflicts of resources or pricrities.
Position D . ¥ Demonstrate an understanding of SLHIY's obligation to provide quality health care services to the public A
) Fosition Lhimensions »  Understand the flow of work and planning procedures for the Revenue Department
»  Understand the external and internal forces that influence the organization and its customers,
>  Understand which decisiocns can be made alone or would require the approval or involvement of others.

Anpendices

O

Appendix i1 General Responsihifities ~ Legisiative (automatic attachment)
Appendix 2: Organisational Profile
Appendix 3: Organisational Chart




service dehvery Bncl patlem outcomes

gul )
" To facnhtate work practlce revlews to ensure curfent
technologlcal changes are lncorporated to;

mandatory training and any other training
courses specified by management ‘which will
enhance personal development and
proéuctlwty requirements.-

: * To attend induction, * To attend annual |
- appropriate tramlng and development to assist them in personal

development and productnv;ty requirements.

*To attend En'du' ‘non 5T, ensure employees are prowded accessto

development. * To attend annuai mandatory traming and any other
training courses speuited by management which will enhance personel

i3

Corruption Préver

p
workpiace * To minimise the' :nmdence of
_ corruption and fraud wathin the workplace:.

'mcldence of corruptlon and fraud w1th|n the workplace’ * Tainstigate
i mvesngatlons lnto any suspected mmdences offreud or corruptlon

{ Policies and Procadures

E énsiira famzhanty wnth and adherence.
‘to; relevant Mlmstry of Heafth, SLHD and
|l:ty/5ew:ces policies and procedures that

spec:fled in this Position Descrrptnon A

‘searegate general cllmcal and’ recyclable
waste for safe disposal. Participate in waite
reducticn strategles which avoid, reduce,

i recycle ard feuse waste. * Comply with

! Privacy legislation and correspondinig SLHD
¥, ;'poli_cles and procedures.

: SLHD and Facuhty/Serwces policues and procedures thatare relevant to the

are relevant tothe perforrnance of the dutles- &
. and recvclab!e waste for safe dnsposa! Partlclpate in waste reductlon

commitment to reduce waste generationand’: |

1 anacy leglslatlon and correspondmg SLHD polrc:es and procedures. * Yo

" ensure staff has aceess to, and.adhere to pohcies and procedures requared

performance ot’ the dutnes specifed m thls Posmon Descrspt:on. * A

strategles whlch avoud reduce, recycle andreuse waste. ' * Complv with:

for the performance of thair duties,

‘Codeé of Conduct

To abide by the NSW Health Code of Conduct.

¢

Wark Health and Safety
"Responsivifities .

| *To ensure compliance with the Work Health’
and Safety Act 2011 and amendments,
“Workplace [njury Mgmt and Workers
'chmpenSatlon Act 1998 and amendments,
. NSW Health Dept Guidelines and Australian
' Standards. *To repoftall hazards, nedr
misses, incidents and accidents to the
“Supervisor / Manager. * To participate in the
. Workplace Rehabilitation Program.

: * To ensure compliance with the Work Heaith and Safety Act 2011 and

- and amendments, NSW Health Dept Guidelines and Australian Standards. * -
- To report all hazards, near misses, mc[dents and acmdents to the Supervisor .
: /Manager ¥ To participate in the Workplace Rehabllltatlon Program. * Te
1 not|Fy the Rehab Coordlnator of all injuriés to ensure affective
- rehah:l;t__at:o_n of injured worlkers, * To ensure regular workplace inspections

' are canducted and recorded and all réported risks are assessed and
' appropriate action taken to'manage risks and evaluate effectiveness.

amendments, Workplace Injury Mgmt and Warkers Comnpensation Act 1998

*

To gnsure staff are familiar with emergency procedures by organising
attendance at appropriate training (g.g. Fire Safety Training). .

;Smake Free Environment

SLHD has been completely smoke free from 2 lu y 2007. Thas means that smokmg is not allowed In any health service
 buildings, vehicles or grounds, There are no designated smokmg areas. To help yot quit smoking, ‘free Nicotine Replacement
Therapv [NRT} is available, Staff members are entitled to 8 weeks free NRT,

" EEO and Affirmative Action

- Abide by EEQ principles.

F As for all staff and promote, implement and evaluate £E0 and Affirmative
' Action pol|cnes and stra!egies

. Performance Management

¢ Participate in SLHD's Performance
“ Management Program.

- As for all staff and in addition atfend the workshop on Perfermance
- Management and ensure that all of your employees participate in the

progeam,

: Child Protection Guidelines .

"To be famillar with and abide by the NSW

‘Health, SLHD angd local service child protection
pelicies and procedures, including reporting
requirements,

* To be familiar with and abide by the Ministry of Health, SLHD and locat
service child protection policies and precedures, including reparting
requirements. * To facilitate staff attendance at appropriaie training
programs for Chitd Protection. * To facilitate provision of appropriate
supervision/support to staff who are invelved in critical incidents / child
protection issues.

Staff Consultation &

Participation

To facilitate staff consultation and participation in the workplace.

Waste Management Ba familiar with the $LHD waste management

policies and procedures.

As for ali statf and in addition ensure that alf stalf are aware of the polities
and precedures and ensure that they attend any necessary training and
updates.

Be aware of SLHD Infection Controd Policies
and Procadures and follow these guidelines in
yeur day-to-day duties.

Infection Control

As for all staff and in addition ensure that ali staif are aware of the pelidies
sngd procedures and ensure that they attend any necessary Lraining and
updates




As the incombant of this position, have're'!d ifie Position Description, understand its contents and agree to work in accordance with the requirements of the
pus:t:on | understand and aceept-that I'must also comply and agree to. stnctly nbserve the District's policy on confldentlalsty of client mformatlon or such

otheér sens.ltwe or conf!dentaal informat:on that | may ‘tome across in the course of | my. empioyment

Emplayes Naime: .ID A B ELavinnlAPAT

Wa ript}:
Employee Signature; - / . Date: %%j foli

TR

Date: B_/_[[_jg__ :




OHS ROLE SPECIFIC RESPONSIBILITIES

Each position:should be-assessed 2t the site as to the incumbents, or future incumbents; OHS responsibilities peculiar to the pasition.. This form is to be

Jobs Demands checkilst {Summary)
The purpose’ of.

devefopment o{a traming pran for the occupant to ensure the risks are mmimused

Job Dernands Frequencv Key

form.is to manage the Fisk assocuated with the posutlon in relation to the uccupant it may be Used to provide informatian ghout'the
posmon toaHealth Professnena[ requ:red to perform a pre employment miedical assessmant. identification of possible risk ¢an alsd assist with the

1= Infrequent :ntErmlttEnt activity exists for a short time an a ve;y |nfrequent basis

nal - acnwty’emsts upto, 1/3 of the time ‘when perfcrming the job:

Fz Frequent activity exists beiween 1/3 and 2/‘3 of the time when performmg the job

¢ = Constant=~ activity exists for i more than 2/3 or the t:me when performing the job
R= Repet;twe actiwty volved repet: e iavements.

N= Not App]lcab!e actwlty is not requlred 10 perform thejob
Any entries not asmgned a valie will be dutomatically set o *N"

Trunk Twlstmg Turnmg from the waust wh:!e sxttmg or stand;ng to perform tasks

Kneehng remam:ngln a kneelmg posture *(o perform tasks

Squattmg f Crouchmg Adoptmg a squattmg or crcuchmg posture tc perform tasks. ) '

!.eg / Foot Movement - Use of Ieg and for foot to uperate machmery

chmbmg {statrs/!adders} - Ascend / descend stairs; Iadders, steps

Llftmg f Carrylng Light !nftmg & carrymg 0:g kg..

ertmg / Carrylng Moderate hftmg & carrylng -10- 15 kg

: =__1:arn,rmg 16kg & above.

Reachlng Arms fully extended forward of raised above shoulder.

Pushing-/ Pulling / Restralning - Using force to hold / restrain or move objects toward or away from the body.

Head/ Neck Postures - Ho!dmg heaé ina posmon other than neutral (facmg forwar

d)

Hand & Arm Mouements Repet;twe movements of hands and arms

Grasping/ Fme Mampuiatmn Gn;:pmg, hoidmg, clasping thh fingers or hands.

Work At Heights - Using ladders; foctstools, scaffolding, or other objects to perform work.

briving - Operating any motor ;"J_q'w:ere_d vehicle

Sight - Use of sight is an integral part of work performance e.g. Viewing of X-Rays, camputer screens.

Hearing - Use of hegring is an integral part of werk performance e.g, Telephone enquiries.

Smell - Use of smell isan integral part of work perfermance e.g. Working with chemicals.

Taste - Use of taste is an integral part of work performance e.g. Food preparation,

Touch - Use of touch is an integral part of work performance.

. PSYCHOSOCIAL DEMANDS - DESCRIPTION

{comment]

Distressed People - e.g. Emergency or geizf situations.

Aggressive & Uncooperative People - e.g. dr ug ; aicohol clemomm munal Jllncss




Unpredictable People - e g, Dementia, mentaliiness, head injurles. _

Fumes Exposure to nox:uus or taxic fumes.

quuids Workmg wi h or ve, toxn: or pmsonous hqulds or chemlcats requlr]ng PPE. )

H' arduussubstances-_ ry chemicals, glues o o e . . P

Noise Enwronrnental/ ba:kground noise necessatates peopie raise the]r vmce to he hearri B

lnadequate Lightlng Risk oftrlps fails oF eyestram. N

A M S A T Pt o -1

Sunllght Risk of sunburn exnsts from spendlng more than 10 mmutes per day tn sunlight

}:’xtreme Temperatures - Environmental temperatures are lessthan :L_SIC or more than 35/C:. ; T by _ W :

Inadequate Hnusekeepmg Obstructions io walkways and work areas cause trups and fal!s

WDrking At Helghts I.adders / step adders / scaffoldmg are requtred to perform tasks

Bi_qlo_gi_c_al__l-iazards-_ &.8. exposure to body fluids, hacteria, mfectlous d:sgase_s.

1 declare that | am fit and able to perform the duties of this position as outlined in the above Job Demands Checklist::

Employee Name: LAV

Emgployee Signature:

Sydney Local Health District

Statement of Physical Status

| have read the inherent job requirements for the position. | understand the listed physical requirements of the position and make the declaration below:

G lam rot aware of any health condition/s (physical or mental) that might prevent me from performing th__e inherent requirements of this position

D 1 have a health condition that may reguire the employer to provide me with services or aids {adjustments) so that t can adequately perform the
inherent job requirements of this position. Any adjustments | may need have been discussed with the position’s manager together with Human
Raesourcas, priar to completing this health declaration

i am aware that any fal 1l
[,Et
Signatura: . oA

Prinled Name of Applicant: | DA £ ErinNDRAcA T

Position Title/Classification: IQ‘E\) enUsE | SYsTenrn ApSAL 3T

Date: 23 40 0ty




