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Pos it ion  Des crip t ion  

Pos it ion  Tit le  Sen ior Progra m  Officer – Hea lth  Sys tem s  Im provem en t   
Report s  To Senior Manager – Health  Sys tem s  Im provem ent  

Bu s in es s  Un it  Stra tegy and Service Des ign  
EMPHN Cla s s ifica t ion  Band 4, Full Tim e 

 

Abou t  EMPHN 
With our partners , we facilita te hea lth  s ys tem  im provem ent for people in  eas tern  and north-eas tern Melbourne.  
In  doing this , our three key s tra tegic priorit ies  a re: 

• Drive equ it a b le a cces s  a n d  ou tcom es  for com m u n it ies  
• Con n ect  ou r pa rtn ers  a n d com m u n it ies  t o en a b le in t egra t ion  a n d  ch a n ge 
• Levera ge in s igh t s  t o im prove ou tcom es , d rive va lu e a n d  dem on s t ra t e im pa ct  

Our organis a t iona l va lues  underpin the work we do.  
 

 

   

Pu rpos e of Pos it ion  
The Senior Program  Officer – Health  Sys tem s  Im provem ent (SPO) s upports  the Senior Manager with  the Health  
Sys tem s  Im provem ent (HSI) s tra tegy and direct ion  to drive the developm ent of innovative s ervices  acros s  the HSI 
Port folio.  

The SPO s upports  a  range of s tra tegies  and act ivit ies  tha t  deliver hea lth  s ys tem  im provem ent for people in  the 
eas tern  and northeas tern  a reas  of Melbourne. The SPO will s upport , drive and develop s tra tegica lly im portant  
innovative s ervices  tha t  will enable EMPHN to be leaders  in  the PHN s pace and will s upport  relevant  hea lth  needs  
as s es s m ents  to as certa in  the key needs  and gaps  in the EMPHN ca tchm ent. The SPO will collabora te with  relevant  
in terna l and externa l s takeholders  in  order to lead a s  well as  s upport  relevant  program s  and act ivit ies  acros s  the 
HSI Port folio of EMPHN. 

Key Rela t ions h ips  a nd  St a keholders  
In tern a l 
• Executive Leaders hip Team   
• Relevant  EMPHN m anagers  and Leaders  
• Nam e of Team s  
• Em ployees  and contractors  

Extern a l 
• Providers , Auditors , Stakeholders  
• Governm ent Departm ents  
• Providers  
• Legal cons ultants  

Key Accou n t a b ilit ies  
St ra tegy a nd  Des ign   
• Collabora te with  the des ign and other team s  and ens ure com plet ion of hea lth  needs  as s es s m ent, res earch and 

des ign act ivit ies  rela t ing to program  and s ys tem  level is s ues .  
• Ability to read and in terpret  hea lth  da ta  s o as  to genera te unders tanding and ins ight . 
• Stay abreas t  of changes  in  the environm ent and how thes e m ight  t rans la te in to HSI opportunit ies . 
• Identify innovative, pragm atic and forward-thinking s olut ions  to com plex m enta l hea lth  problem s . 
• Provide pract ica l and m ateria l s upport  to the Manager with  HSI portfolio s tra tegy and direct ion to drive the 

developm ent of innova tive s ervices  acros s  the HSI Portfolio.  
• Actively provide des ktop res earch and other relevant  s upport  in to the HSI port folio planning proces s . 
• Support  act ivit ies  through a  deep pract ica l unders tanding of provider is s ues  a t  a  them atic level (e.g.: 

workforce).  
• Support  act ivit ies  to m eet  deed object ives  and in  tu rn m anagem ent of deliverables  aga ins t  object ives .  
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• Support  the Manager with  the overa ll HSI Port folio perform ance m anagem ent proces s .  

Con t ra ct  Ma na gem en t   
• Support  the onboarding of providers , ens uring requirem ents  a re m anaged end to end and EMHN elem ents  a re 

included.  
• Work with  contract  s pecia lis ts  to enable s trong contract  m anagem ent, including contract  s ign offs , 

com plet ion of cover s heet(s ) etc.  
• Provide recom m endations  regarding the withholding of funds  rela t ing to the relevant  contracts  acros s  the HSI 

Port folio.  
• Collabora te on cont ract  s tructure through the provis ion of accura te and t im ely advice on program  applicability.  
• Support  the collabora t ion proces s  with  the contract  s pecia lis ts , des ign and report ing functions  acros s  EMPHN 

to ens ure contract  m anagem ent is  appropria tely s upported for the HSI portfolio.  
• Unders tand and s upport  the m anagem ent of the clin ica l governance fram ework for the HSI portfolio acros s  

EMPHN.  
• Support  the Manager and program s  team s  with  ad hoc s upport , ques t ions  and advice on relevant  con tracts .  
• Utilis a t ion of CRM data  to effect ively m anage key accounts  acros s  the HSI Portfolio.  

Progra m  Ma na gem en t  
• Lead interna l program  m eetings  acros s  the HSI Port folio as  required for relevan t  program s  acros s  EMPHN.  
• Lead program  m eetings  with  providers  with  the view of m anaging key program s  and accounts  acros s  the HSI 

Port folio.  
• Monitor m onth ly KPIs  aga ins t  perform ance for relevant  program s  acros s  the HSI Port folio.  
• Provide recom m endations  and context  pers pective on perform ance m anagem ent requirem ents  for relevant  

HSI program s .   
• Opera te as  contact  point  for relevant  provider perform ance m anagem ent is s ues  acros s  relevant  program s .  
• Collabora te on program  level report ing through the provis ion of con textua l perform ance input .  
• Support  required eva lua t ions  and lead the m onitoring proces s  acros s  relevant  program s  in  the HSI Port folio.  
• Input  in to the collabora t ion of program  logic by way of s uitability of needs , outcom es  and of relevant  program s . 
• Review and s upport  the ris k m anagem ent proces s  a t  a  program  level, ens uring the end-to-end proces s  is  

delivered.  
• Unders tanding the m odel of care acros s  the HSI Port folio, including care context , guidelines  and clin ician 

barriers .  
• Collabora te on KPI s tructures  and ta rgets  ens uring recom m endations  a re provided from  a  con text  pers pective.  
• Ens ure a  deep unders tanding of provider is s ues  a t  a  contact  level acros s  the HSI Portfolio. 

Fina ncia l Ma na gem en t  a nd  Report ing  
• Support  the developm ent of AWP content  for relevan t  program s , including annual updates , changes  through  

the year and new AWPs  with  new funding.  
• Support  the developm ent of DoHAC annual content  report ing for relevant  program s  acros s  the HSI Portfolio.  
• Provide input  in to quarterly Board and Executive Leaders hip Team  report ing as  required by the Manager.  
• Provide inpu t  in to program  level report ing and us e of conten t  of report ing for relevant  program s  acros s  the HSI 

Port folio.  
• Manage relevant  t im elines  acros s  the function , including team  perform ance, KPIs  and budgets . 
• Effect ively overs ee cros s -functiona l team s  focus ed on s trengths -bas ed m anagem ent. 
• Role m odel EMPHN’s  va lues  and behaviours , including a  pract ica l and pos it ive approach to hea lth , s a fety, 

divers ity, inclus ion , wellbeing, and environm ent. 
• Work collabora t ively acros s  the bus ines s , recognis ing tha t  good program s  are only s uch with  grea t  team s . 
• Seek to im prove (yours elf, your port folio, your proces s es ), recognis ing tha t  hea lthcare requires  an im provem ent  

culture. 

Bus ines s  Im provem en t  a nd  Innova t ion  
• Identify opportunit ies  for innovation and con tinuous  im provem ent to s trengthen the team ’s  pos it ion and 

delivery. 
• Actively part icipa te in  preventing, res ponding to and report ing inform ation s ecurity threa ts  or incidents . 
• Ens ure awarenes s  of EMPHN’s  qua lity and in form ation s ecurity object ives  and what  is  needed to com ply with  

the Quality Managem ent  Sys tem  (QMS) and Inform ation Security Managem ent Sys tem  (ISMS) and ISO 
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Standards .  
• Uphold and s afeguard inform ation s ecurity and qua lity proces s es  and outputs . 
• Contribute to opportunit ies  for innovation and continuous  im provem ent in  line with  ISO s tandards , QMS and 

ISMS.   
• Contribute to qua lity im provem ent and ris k m it iga t ion s tra tegies  cons is tent  with  policies  and procedures .  
• Ens ure com pliance with  policies , procedures  and s ys tem s  relevant  to the function and/ or team .  

Ind ividua l Lea ders h ip  
• Role m odel the des ired culture, cons is tent  with  EMPHN’s  va lues  and behaviours , including the m odelling of a  

pract ica l and pos it ive approach to hea lth , s a fety, divers ity, inclus ion , wellbeing, and environm ent. 
• Enhance EMPHN’s  culture through m odelling s tandards  of behaviour cons is tent  with  EMPHN’s  va lues  and 

enable a  culture of high perform ance.  
• Dis play pers onal leaders hip through role m odelling and delivery of work pract ices  tha t  com ply with  relevant  

regula tory and legis la t ive requirem ents , in  line with  policy, procedures  and s ys tem s  to deliver on outcom es . 
• Enable optim um  perform ance acros s  EMPHN through individua l leaders hip, collabora t ion , team  engagem ent 

and ongoing learning. 
• Provide high qua lity, clea r, concis e, and credible inform ation to s upport  and guide individua ls , team s , 

s takeholders  and partners  of EMPHN. 
• Dis play a t tributes  including a  pos it ive can-do a t t itude, in tegrity, collabora t ive ways  of working, m otiva t ion, and 

courage.  

Sta keholder Enga gem en t  a nd  Rela t ions h ip  Ma na gem en t   
• Drive effect ive rela t ions hips  and com m unica t ions  ens uring you  rem ain a  t rus ted partner to people acros s  

EMPHN.  
• Ens ure effect ive and s trong rela t ions hips  with  interna l and externa l s takeholders  in  a  m anner cons is tent  with  

EMPHN values  and tha t  s upports  achievem ent of EMPHN’s  s tra tegy.  
• Provide guidance and direct ion to delivering on bus ines s  priorit ies  and opera t iona l goa ls  in  an innovat ive 

m anner and ens uring you partner in  a  highly effect ive, cus tom er-focus ed and res pons ive m anner.   
• Develop rapport  with  new s takeholders  quickly, build and s us ta in  pos it ive and effect ive rela t ions hips . 

Qu a lifica t ions  
• Tert ia ry qua lifica t ion in  hea lth  or rela ted dis cipline is  m andatory. 
• Pos t  gradua te qua lifica t ions  a re des irable. 

Knowledge, Skills  a nd  Experien ce 
• 7+ years  working in  prim ary hea lth  care s ector focus ing on m enta l hea lth  program s , des ign and/ or clin ica l 

leaders hip. 
• Unders tanding various  hea lthcare program  m ethods  and proces s es  (e.g. des ign, res earch, eva lua t ion). 
• Dem ons tra ted experience in  delivering program s , as  it  rela tes  to hea lthcare ut ilis a t ion and/ or ou tcom es . 
• Dem ons tra ted experience in  reviewing evidence to s upport  the developm ent of m odels  of care. 
• Proven experience as  a  contributor to organis a t iona l bus ines s  planning cycles  and goa ls . 
• Strong interpers onal s kills  with  a  proven ability to s upport  and coopera te with  others  to further s tra tegic 

opportunit ies  in  hea lth  s ys tem  redes ign. 
• Experience in  collabora t ing with  key s takeholders  to enable delivery of organis a t iona l priorit ies  to be achieved. 
• Dem ons tra ted project  m anagem ent capability involving m ult iple s takeholders , com peting dem ands  and 

m oving t im elines .  
• Proven ability to ana lys e is s ues  and effect ively bring a  s olut ion with  a  com m itm ent to ongoing qua lity 

im provem ent.  
• Developed verba l and writ ten com m unica t ion s kills  to enable ideas  and opinions  to be expres s ed clearly and 

effect ively. 
• Ability to be agile and flexible in  approach to work with  a  continuous  im provem ent m inds et . 
• Unders tanding and com m itm ent to ISO 9001 and ISO 27001 Quality Managem ent Sys tem  requirem ents . 
• Dem ons trable experience and accountability in  working with  s ucces s fu l m ult i-s takeholder projects , including 

an ability to work effect ively under pres s ure to ens ure outcom es  a re achieved. 
• Proven organis a t iona l s kills , including priority s et t ing, purs ing tas ks  to com plet ion and achieving ta rgets  within  
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deadlines . 
• Developed interpers onal and rela t ions hip m anagem ent s kills  including a  pos it ive a t t itude, em otiona l 

in telligence, collabora t ion, decis ion m aking, networking, m otiva t ion, team work, collabora t ion, negotia t ion. 
• Strong verba l and writ ten  com m unica t ion s kills  to enable ideas  and opinions  to be expres s ed clearly and 

effect ively. 
• Dis play res ilience and courage by ra is ing and working through cha llenging is s ues  and s eek a lterna t ives .   
• Ability to be agile and flexible in  approach to work with  a  continuous  im provem ent m inds et . 
• Unders tand and us e ava ilable technologies  to m axim is e efficiencies  and effect ivenes s , including relevant  IT 

s ys tem s .  

 
APPROVAL 

Jos h Meyers   Senior Manager – Health  Sys tem s  Im provem ent  Da te: 1 January 2025 

 


