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JOB DESCRIPTION 
	Position Title:
	IT & Business Services Support Officer 

	Work Unit: 
	

	Reports To:
	Assets Manager 

	Direct Reports: 
	Nil

	Award / Agreement:
	ACCHS Award 

	Classification: 
	Grade 4 Level 2 ($87,900.67)


Organisation Overview 
Yura Yungi Medical Services (YYMS) is a proud Aboriginal Community Controlled Health Organisation providing holistic and culturally safe healthcare to the people of Halls Creek and surrounding communities. 
For over 40 years, we have been committed to caring for our people from children and families to Elders through services that recognise the importance of culture, language, Country and connection. 
Mission 
To deliver high-quality, culturally safe, and holistic health and wellbeing services that meet the needs of our people at every stage of life supporting healing, strength, and connection across community and Country. 
Vision 
Strong, healthy people and communities, grounded in culture and supported through holistic care. 
Values 
	Our Values 
	What it Means to Us

	Quality Care 
	We deliver safe, high quality, culturally responsive care in everything we do.

	Holistic Wellbeing 
	We support physical, social, emotional, and spiritual health.

	Respect and Self Determination 
	We listen, partner and support community led decision making.

	Teamwork 
	We work collaboratively, support each other and our communities to achieve shared goals. 

	Integrity 
	We are reliable and act with honesty, transparency and accountability in all that we do.

	Learning and Growth 
	We encourage continuous learning, personal development, and organisational improvement. 

	Community Voice 
	We listen to our community and shape our services around their needs. 





Position Summary 
The IT & Business Services Officer plays a critical role in supporting the organisation by ensuring secure, reliable, and culturally safe digital systems while coordinating core business services. This position managers the organisation’s IT infrastructure, provides responsive technical support, and ensures compliance with cybersecurity and operational standards across Halls Creek and surrounding communities. Additionally, the role oversees asset management process through accurate record keeping, documentation, and contractor liaison. By enabling efficient systems and services, this position contributes directly to the delivery of effective, culturally responsive Aboriginal health care. 
Key Responsibilities 
Information Technology Coordination 
· Maintain and support organisational hardware, software, and network systems to ensure reliable daily operations. 
· Provide timely technical support to clinical and administrative staff across all sites.
· Ensure access and compliance for patient management systems and electronic health records. 
· Coordinate with external IT service providers and vendors for system maintenance, upgrades, and service agreements. 
· Implement and monitor cybersecurity protocols to safeguard data privacy and regulatory compliance. 
· Support telehealth technology and digital health initiatives to enhance service delivery.
· Deliver IT training programs, including culturally appropriate digital literacy support for Aboriginal staff and clients. 
· Maintain accurate IT asset registers, including maintaining a phone database and overseeing procurement of phones, satellite devices, and related accessories. 
· Lead digital transformation and improvement projects that strengthen organisational capability and efficiency. 
· Ensure all IT systems and processes are culturally safe, accessible, and responsive to community needs. 






· Liaise with the KAMS IT Department to manage IT requirements for YYMS and Ringer Soak Clinics 
Asset and Equipment Administration 
Maintain an accurate register of organisational assets, including equipment and property. 
· Coordinate equipment repairs and maintenance through approved systems (e.g., LogiQC). 
· Maintain documentation for warranties, servicing schedules, and asset condition tracking. 
· Liaise with security and alarm monitoring contractors and coordinate responses to security issues in collaboration with police. 

Quality: 
· Participate in the organisation’s quality management systems, including audits, inspections, feedback processes, and service reviews. 
· Contribute to continuous improvement initiatives by identifying opportunities to enhance safety, maintenance, and operational practices. 
· Ensure the provision of a safe, accessible, and appropriate work environment. 
· Collaborate with the Quality, Health & Safety Committee in the development and review of policies and procedures related to motor vehicles and property management. 
· Support compliance with organisational standards, policies, and procedures to maintain high-quality service delivery. 
Customer Service 
· Represent YYMS in a professional, courteous, and culturally respectful manner at all times. 
· Maintain positive relationships with the general public, suppliers, contractors, volunteer groups, and partner organsations. 
· Provide friendly, helpful, and professional interactions with all stakeholders. 
· Demonstrate effective interpersonal and communication skills when engaging with staff, clients, community members, and external service providers. 
Selection Criteria 
Essential:
· Certificate IV in Information Technology, Business Administration, or a related discipline, or willingness to work toward a relevant qualification. 
· Minimum of 2 years’ experience in IT support and/or business administration.
· Strong minute-taking skills with accuracy and attention to detail. 
· Well-developed interpersonal and communication skills, both written and verbal. 
· Excellent organisational and time management skills, with ability to manage competing priorities. Demonstrated initiative, ability to work independently, and effective problem-solving skills. 
· Ability to work collaboratively as part of a team. 
· Proven ability to maintain confidentiality and handle sensitive information appropriately. 
· Proficiency in Microsoft Office Suite (Word, Excel, PowerPoint, Outlook) and ability to learn new digital systems. 
· Experience in IT asset management, record keeping, or equipment tracking. 
· Familiarity with health IT systems (e.g., Communicare, MMEx) or willingness to learn. 
· Commitment to cultural safety, cultural respect, and supporting Aboriginal Staff and community members. 
· Demonstrated professionalism, reliability, and strong work ethic. 
· Current WA C Class Driver’s License.
· Current National Police Clearance or willingness to obtain. 
· Willingness to travel to remote communities as required. 
Desirable: 
· Experience working in Aboriginal Medical Services, Aboriginal Community Controlled Organisations, or rural/remote health settings. 
· Training in Aboriginal Cultural Safety, cultural responsiveness, or similar frameworks. 
· Knowledge and understanding of Aboriginal Community Controlled Health Organisations and their service models. 
Organisational
· Promote and implement the philosophy, aim and objectives of YYMS. 
· Be an active team member and support a service-based work culture showing commitment to the organisation’s strategy, mission, vision and values.
· Ahere to all YYMS Policies and Procedures.
· Actively participate in the organisation’s Quality Management System – LOGIQC.
· Identify and participate in continuous quality improvement activities and apply quality improvement principles to all duties performed. 
· Actively participate in staff meeting and professional development activities. 



· Actively support a productive team approach to primary health care services provided by YYMS. 
· Take all reasonable steps to support the employment, professional development and promotion of Aboriginal people across all parts of YYMS.
· Other duties as required within the scope of your skills and experience if requested by management. 

Work Health & Safety (WHS) Responsibilities 
· Take reasonable care for your own health and safety and for the health and safety of anyone else who may be affected by your acts and omissions in the workplace.
· Follow all safety procedures and contribute to a safe work environment. Work in accordance with YYMS’ WHS policy, the WHS Act, Regulations and Code of Practices. 
· Identify and assist to reduce Work Health & Safety hazards and risks.
· Ensure WHS non-conformances or incidents/injuries are reported. 
· Follow the reasonable direction of Work Health & Safety representatives. 
Privacy & Confidentiality 
According to the YYMS Code of Conduct, all staff must protect the confidentiality of information acquired in the course of their work including any patient information. A staff member should not use of disclosing any personal or sensitive information to any other person without specific authority to do so. You must comply with relevant privacy and information about acts and regulations. This confidentiality agreement remains in force while you are in your current position and after you leave the organisation. 











KPI’s
	KPI 
	Target

	System and Reliability
	Maintain 99% uptime for critical systems 

	Helpdesk Response and Resolution 
	Respond to 100% of IT requests within 1 business day; resolve 90% within 3 days 

	Cybersecurity Compliance 
	100% compliance; implement critical audit recommendations within 30 days 

	Staff Training 
	Deliver 2 IT training sessions per quarter; achieve 80%+ satisfaction 

	Asset & Software Management 
	Maintain 100% accuracy in registers: 100% license compliance 

	IT Maintenance 
	Participate in 1+ community consultation annually; integrate feedback into service improvements

	Procurement Compliance 
	100% adherence to organisational procurement policy 

	Asset Management 
	Complete 90% of scheduled maintenance within agreed timeframes  

	Quality & Continuous Improvement 
	Participate in 100% of scheduled audits and provide improvement suggestions 

	Customer Service 
	Achieve 90%+ positive feedback from internal and external stakeholders 



Certification 
The details contained in this document are an accurate statement of the duties, responsibilities and other requirements of the position.
Name:              Brenda Garstone
Position:       Chief Executive Officer  

Signed:________________________

Date:                 _____/______/________
	Name:                                                                  Signature:


	Date appointed to position:	
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