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Supporting Everyone to be healthy and live well 

PURPOSE OF THE ROLE 

Overseeing the accurate storage, handling and archiving of Medical Records, 
ensuring records are managed and stored securely.

Position Details 

Position Title: Medical Records Administrator 

Department Health Information Services 

Reports to: Manager Health Information Services 

Positions Reporting to this role: Nil 

FTE: Variable
Budget: 

Enterprise Agreement: 

Position Classification: Grade 2 (HS2) 
Position Description last reviewed: October 2026 

Key Accountabilities 

Tracking and recording the exact location of each Medical Record on our system, so that 

physical files can be easily and quickly located when needed, significantly improving 

efficiency and response times; 

Handling and safeguarding sensitive health information in full compliance with patient 
privacy regulations and internal data governance standards; 

Assigning and managing tasks for the filing team, supervising work to ensure efficiency, 

consistency, and accuracy in the unification process; 

Developing and overseeing the archiving schedule for our department, coordinating tasks, 

setting priorities, and ensuring that all team efforts align with the broader goal of full data 

integration. 

Manually uploading and entering missing documentation into our internal information 

system— Medical Record by Medical Record/ Emergency Department Card by Emergency 

Department Card —ensuring that all relevant data is captured, standardised, and properly 

categorised. 

Working directly with our external storage provider overseeing the request and transfer of 

medical records through multiple systems, and ensuring the integrity and accuracy of each 

retrieved document; 

Managing the unification of historical patient data from various physical and digital sources 

to ensure a comprehensive and accessible medical record for each individual treated. 

Organisational Responsibilities 

Positively promote ERH within and externally to the organisation 

Comply with the ERH and Victorian Public Sector Code (VPS) of Conduct 

Each employee has a responsibility to comply and promote practices with all ERH policies 

and procedures and familiarise themselves with those relevant to their position 

Comply with relevant registration bodies mandatory continuing professional 
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development requirements 

Carry out all work and interactions in alignment with the CARE values 

Each employee has a responsibility to comply with and promote relevant legislation and 

professional standards in relation to safety, quality and risk relevant to their position 

Each employee has a responsibility to comply with and promote compliance with the 

National Safety & Quality Health Service Standards and other industry standards and 

relevant regulatory requirements 

 

CARE Values 

All staff are expected to behave in a way that is in alignment with our corporate values: 

Collaboration Works with a team focus 
Cooperates with others and gains input and support to assist in 
achieving objectives 
We work with others to achieve shared goals 

Accountability Monitors the impact of one's own behaviour on others 

Supports a "no-blame" culture in reporting incidents and helping to 

effectively resolve them 

Respect Treats people fairly and openly 
Treats people with dignity 

Demonstrates personal standards of consistency, tolerance and patience 

Excellence  Consistently supports and follows organisational policies and 
procedures 

Actively participates in identifying opportunities to improve what we 
do 

 

Key Relationships 

Internal External 

HIS Staff Storage Provider - GRACE 

Internal clinical staff   
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Selection Criteria 

Essential: 

Competency and previous experience in the use of relevant technologies, including key 

components of Microsoft Office, Microsoft Word, Excel, Outlook, Internet Explorer and 

be able to apply those skills to other information software. 

Highly organised and attentive to detail. 

Experience in quality assurance processes, ensuring compliance with documentation 

standards and policies. 

Strong understanding and experience with privacy, confidentiality, and legislative 

requirements (e.g., Health Records Act, Privacy Act). 

Excellent communication skills, verbal and written. 

Demonstrated ability to work collaboratively as part of a multidisciplinary team while also 

working independently with minimal supervision 

Satisfactory evidence of; National police check, Working with Children’s Check, NDIS 

Worker Screening Check and Vaccination status in line with credentialing committee 

requirements for this role. 

Desirable: 

Knowledge of Medical Terminology and health information systems 

Demonstrated experience working in health information services or medical 

documentation within a hospital or healthcare setting 

TERMS & CONDITIONS OF EMPLOYMENT: 
Terms and conditions are in accordance with the Letter of Offer and Contract of 

Employment. 

I acknowledge that I have received a copy of this position description. I have read (or 
have had read to me) and understand the requirements of this position. I agree to work in 
accordance with this position description. 

Signed: Date: / / 

Print Name: 

cc: Employee File 


