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Position Description 
 

Position Title:   Clinic Coordinator   

 

Position Classification:  Aboriginal Health Practitioners Level 4 / Level 5 or 

    Nurse Level 4 

 

Direct Reports:   Clinic Staff including Registered Aboriginal Health   

     Practitioners; Registered Nurses and other clinic staff  
  

Reports To:    Primary Health Care Operations Manager    

 

 

PROGRAM / ROLE DESCRIPTION  

 

The Clinic Coordinator position is responsible for the delivery of a high quality primary/acute care clinical 

program to the clients of Wurli-Wurlinjang Health Service (Wurli) whilst meeting and improving clinical key 

performance indicators. The role is responsible for coordinating delivery of client services in accordance with 

Wurli policies and procedures, guided by CARPA standard treatment manual and applicable legislation and 

regulations.  In addition to this the clinic coordinator is required to supervise other RAHP’s / RN in the 
program area, ensuring planning and supervision of their daily duties, is responsible for quality and assurance 

checks and audits to ensure standards are met in accordance with the Australian General Practice 

Accreditation Limited (AGPAL) and assist with the preparation of reports and allocating resources within 

budget guidelines. 

 

KEY AREAS OF RESPONSIBILITY 

 

Service Delivery 

 In partnership with other health professionals ensure the clinic, provides and promote a 

comprehensive primary health care service to the community. 

 To lead by example and bring high level cultural capital, authority and authenticity to the clinic 

environment whilst ensuring services are delivered in a culturally appropriate fashion.  

 Participate as a member of a multi-disciplinary team in the development, implementation and review 

of the health care and case management plans to ensure provision of a consistent and agreed 

approach to Health care. 

 Coordinate the workload and provide effective leadership to the clinic service team. 

 Ensure clinical components of service delivery are met by the clinic team such as, but not limited to:- 

 Screen patients and treat according to CARPA protocols or refer client to a more senior Health 

Practitioner, Nurse or Doctor. 

  Procedures and treatments are explained  to clients to gain cooperation and understanding, 

and allow clients to make informed decisions about their health management  
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 Management of  patient care plan systems to standard 

 Appropriate use of  Communicare patient information system to identify care needs and 

document patient consultation in patient’s medical file is maintained 

 Assist Doctors and other health professionals with communication, treatment and any advice 

relevant to a client’s treatment. 
 Assist in the provision of high quality emergency care that at times is independent but with support 

from other health professionals. 

 Supervise, support and advise beginner and developing practitioners to develop confident and 

independent practice. 

 As a senior health practitioner provide  practice and cultural support to other health professionals 

within the  primary health / acute care clinical service team ensuring continuing professional 

development requirements are noted, recorded and met. 

 Maintain the clinic presentation, hygiene and operational needs by ensuring that:- 

 RACGP accreditation standards are maintained as relevant 

 The clinic is clean, tidy and presentable at all times 

 There is timely regular ordering of consumables used in the clinic 

 Regular maintenance of clinical equipment used in the clinic 

 There is efficient management of the medicine room  

 Attend Coordinators meeting, Clinical Governance Meetings and relevant team meetings. 

 Provide clinical support as necessary to maintain effective clinic operations. 

 Provide mentoring and cultural liaison support to the service team as necessary.  

Program Development, Networking and Liaison  

 Liaise with Indigenous agencies, health clinics, hospitals, and welfare providers, and other staff 

members (particularly the Program Team) to ensure clients have access to information and are 

referred to relevant services and programs as required.  

 Actively encourage client/family/community to engage in practices conducive to optimising health. 

Participate in committees and working groups to support the integration of acute care. 

 Develop and maintain relationships both within the organisation and external to the organisation 

that promotes a culturally safe approach to client care. 

Team Support  

 Lead and supervise the service team to work effectively and deliver within the program requirements 

 Management of the clinics human resources in accordance with Wurli policies and procedures and 

the delegations framework of Wurli, including but not limited to: - leave approval, hours of work, 

payroll authorisation, absence, under performance etc. 

 Provide assistance with recruitment, selection and induction of staff. 

 Supervision and performance management of the clinic service team. 

 Implement a program of training and professional development for staff. 

 Ensure staff participate in an annual performance appraisal and develop an individual annual 

professional development / training plan and work plan. 

 

Administration and Reporting 

 Ensure quality service delivery is maintained through continuous improvement activities including 

case reviews, staff meetings, planning forums, service reviews and the integration of client feedback. 

 Ensure client files, data collection systems and service documentation are up to date; produce quality 

internal and external client and service reports as required. 
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 Complete all associated administrative functions such as, finance, HR, risk assessment and asset 

management procedures in a timely fashion in accordance with Wurli procedures and standards.   

 Complete all reporting requirements to standard as required and within the required time frames. 

 Assist in the preparation of audits and program reports and submission. 

Workplace Health and Safety 

 Ensure your personal health and safety, and that of others in the workplace 

 Comply with any reasonable directions (such as safe work procedures, wearing personal protective 

equipment) given by management for health and safety 

 Promote and deliver in accordance with Wurli’s risk management framework 

 Report all accidents, incidents, near misses and hazards immediately 

 Respond in line with risk management, incident management, reporting and escalation requirements 

in times of a crisis, emergency or following a complaint. 

 Actively contributes to the Risk Mitigation strategies at Wurli and undertakes risk assessments across 

the program and delivery as required.  

Corporate Identity 

 Drive and lead the service culture in line with Wurli vision and values.  

 Act as a role model for staff and clients 

 Maintain professional networks that allow for good service delivery and continuity of care for 

patients 

 Act in accordance with Wurli’s Code of Conduct 
_____________________________________________________________________________ 

 

POSITION REQUIREMENTS 

 

Qualifications / Prerequisites: 

 Certificate IV in Aboriginal and/or Torres Strait Islander Primary Health Care  /  Bachelor of Nursing  

 Fully Registered as ATSI Primary Health Practitioner or Nurse with Australian Health Practitioners 

Regulation Agency (AHPRA) 

 National Police Records Check and Working with Children’s Clearance 

 Current  Northern Territory Driver’s License 

 

 

Acknowledgement 

I have read and understand the requirements of the role; responsibilities and accountabilities as outlined 

within this Position Description. 

Employee name: 
 

 

Signature: 

 

 

Date:  

 

 


