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Supporting Everyone to be healthy and live well 
 
 

PURPOSE OF THE ROLE 
This position requires a broad range of skills and the ability to be flexible and adapt to 

varying situations. The ability to work as a team member and show initiative along with 
highly developed problem-solving skills are essential. The employee will be expected to have 

a working knowledge of all clerical functions in order to provide seamless support to the 

services. Hours of work vary depending on the position being covered; however, shifts are 
generally of 7- or 8-hours’ duration and could be day, afternoon or night shift. 

 

Position Details 

Position Title: Health Information Services Clerk  

Department Health Information Services  

Reports to: Manager - Health Information Services 

Positions Reporting to this role: Nil 

FTE:  

Budget: Nil  

Enterprise Agreement: Health and Allied Services Managers and Admin 

Workers EA 2021 – 25 

Position Classification: HS1 

Position Description last reviewed: June 2024 
 
 

Key Accountabilities 

• Registration of patients and data entry of emergency department and inpatient 

attendances [including admissions, transfers, discharges at ERH. 

• Obtain appropriate information and signatures required for registration, inpatient 

election and health insurance claim forms, whilst providing information to patients 
regarding election, fees and charges and any other enquiries. 

• Preparation, assembly and maintenance of patient records for theatre lists, pre-
admission clinic, antenatal bookings, outpatient, emergency and inpatient attendances. 

• Forwarding of information to general practitioners, funeral directors, health 
organisations and third parties as requested. 

• Collation and data entry of accurate statistical and morbidity data for statutory 
reporting to VEMD and VAED data collections. 

• Maintenance of iPM patient administration system to ensure real-time accuracy of data. 

• Familiarity with Patient Flow Manager (PFM) and performance of admission and 

discharge tasks related to PFM. 

• Reception and clerical duties in Acute and Subacute Ward areas. 

• Ordering supplies on Oracle Procurement system. 

• Participation in department & organisational meetings as required. 
 

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 VMO’s 

Clinical Staff  Funeral Directors  

Theatre Liaison Officers Health Funds 

Bed and After-Hours Managers  Ambulance Victoria  

Medical Suites  
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Selection Criteria 

Essential: 

Demonstrates behavioural qualities that reflect ERH Guiding Principles 

Competency & previous experience in computer work, preferably using a patient 

management system 

Highly developed problem-solving skills 

Customer focussed and able to work well in a team environment 

Knowledge of medical terminology 

Experience in working with confidential information and a commitment to maintaining 

privacy 

Satisfactory evidence of; National police check, Working with Children’s and Vaccination 

status in line with policy and procedure at this time. 

Desirable: 

• Qualifications: 

Formal administration qualifications 

 

 

 

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 

 


