
 

 

 

 

 

PALLIATIVE CARE – Administration Support 
Part-time Position 

60 hours fortnight .75 eft 

Monday, Tuesday, Thursday & Fridays 
 

Swan Hill District Health are seeking a person who is suitably qualified & experienced in administrative support, to join our 
Community Based Palliative Care Team.  
 
In this role you will play a key role in providing administrative support to clinicians who deliver community-based palliative 
care to community-based clients, to enable them to live their best lives at home.  
 
The role will include liasing with clients, the provision of administrative support and handling of confidential and sensitive 
client information, with adherence to policies, procedures and protocols within Swan Hill District Health. 
 
The role may include duties that extend to other non-core based administrative tasks, upon the request and at the direction 
of your supervisor in charge, to enable the community-based care model to be functional and effective within Community 
Palliative Care. 
 
We are looking for applicants that have passion with purpose and are driven by excellence. Demonstrated attributes of 
empathy and compassion whilst engaged in administrative duties, are central to the successful execution of this role.  
 
About You:  

• 1+ years’ experience in an administrative role, working in a community-based setting 

• Excellent communication skills & attention to detail with a high level of accuracy in administrative tasks 

• Demonstrated people skills with the ability to communicate to clients and their families in a sensitive, 
compassionate and empathetic way  

• Current, full Australian driver’s license 

• Ability to work autonomously and within a multi-disciplinary team 

• A general understanding of service delivery in a healthcare setting, or willingness to learn 
 
 Requirements: 

• Current National Police Check & Working with Children’s Check 

• Complete Vaccinations & up to date Flu Vaccination, Serology evidence of immunisation status 

About us: Swan Hill District Health is a 143 bed (including Aged Care), fully integrated rural public health facility servicing 

a greater community of around 35,000 people. Our vision at, Swan Hill District Health, is to provide clear, connected care, 

best experience for our community 

SHDH is a compassionate, family friendly employer where every employee is a valued team member. Inclusive of a 

perfect work/life balance, SHDH also provides: 

A dynamic workplace     Discounted Corporate gym memberships  

Free onsite car parking   Professional Development opportunities  

Salary Sacrifice/Packaging    Employee Assistance Program 
 

Applications, including Application for Employment form, Cover letter, (CV) Resume and response to the key 

selection criteria can are to be emailed to employment@shdh.org.au.  

Full position descriptions containing the key selection criteria & application for employment form can be found in the 

attached documents 

Swan Hill District Health reserves the right to commence interview immediately upon receipt of applications. 

 

Enquiries about this role should be directed to Merridee Taverna, Palliative Care NUM, Ph: (03) 5033 9236 or E: 

mtaverna@shdh.org.au 
 

Swan Hill District Health is an equal opportunity employer committed to diversity and inclusion. We welcome applications from 

Aboriginal and Torres Strait Islander people, people with diverse cultural and linguistic backgrounds and people with disability. 

                                                                                  

 Inclusive   Compassionate Progressive Accountable 
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APPLICATION FOR EMPLOYMENT FORM 
(To be attached to application) 

 

 

 

First name: 
 

Last Name: 
 

Date of birth: 
 

Country of birth: 
 

Postal Address: 
 

Contact 
Phone Email 

 
 

Are you of Aboriginal/Torres Strait Islander Origin?       No         Aboriginal       Torres Strait Islander 
(This question is voluntary) 

Do you wish to be identified under this category?          Yes        No 

 

Are you an Australian Citizen or Permanent Resident:  Yes        No        Date of Grant ……/……./….. 

If no, what is your current Visa Status – Visa type ________________________ Expiry date   ……./….…/….. 

Place/Country of issue: __________________________ Issue Number: ______________________________ 

Do you require sponsorship?                    Yes    No 

PLEASE ATTACH VISA DETAILS AND/OR STATUS INFORMATION WITH YOUR APPLICATION 

 

Conditions of Employment 

 

Employment conditions are governed by the relevant Public Sector Health Industry Awards and EBAs relevant 
to the position applied for: 
 
Initial employment is subject to: 

 6 months’ probationary period (with a review at 3 months.) 

 Requirement to work any shift 
 Requirement to work in any department as required 
 

Hours of Work –  Full Time           Part time          Casual          Fixed Term 
Alternatively, please state availability: 
 

Discipline/Misconduct 

 

Have you experienced discipline or misconduct action at any previous employment?        Yes    No 
If Yes, please provide details: 
 
 
 

Position Applying for: 
 

 
How did you hear about  
this vacancy? 

Current Employee     Word of mouth     Newspaper Ad 
Radio Ad                   Seek                     Search engine 

Social Media             SHDH website       

Other, please specify….. 
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Pre-existing Health & Injury Declaration 

 

Swan Hill District Health (SHDH) is committed to achieving a safe working environment for all employees. As 
part of this, it is our objective to ensure potential employees are not required to work in duties that they are not 
able to perform safely. As part of the application process for employment with SHDH, we request you to 
disclose any pre-existing injury or disease which may be adversely affected by the performance of the inherent 
requirements of the position you have applied for – as described in the Position Description for the position.   
 
Pursuant to S.41 (1) and (2) of the Workplace Injury Rehabilitation and Compensation Act 2013, you are 
required to disclose to SHDH any pre-existing injury or disease that you have suffered of which you are aware, 
and could reasonably be expected to foresee, could be affected by the nature of this proposed employment. 
 
Failure to make a disclosure, or the making of a false or misleading disclosure, would disentitle you to 
compensation pursuant to the Workplace Injury Rehabilitation and Compensation Act 2013 should you suffer 
any reoccurrence, aggravation, acceleration, exacerbation or deterioration of your pre-existing injury or disease 
arising out of, or in the course of, or due to the nature of with SHDH. SHDH will rely upon any failure to disclose 
in accordance with the provisions of the Workplace Injury Rehabilitation and Compensation Act 2013 as 
grounds for denying compensation in accordance with S.41 (1) and (2). 
 
Should any alteration, change or rearrangement be necessary to enable you to carry out the inherent 
requirements of the position, we also request that you disclose these requirements. SHDH is an equal 
opportunity employer and will arrange any reasonable adjustment to enable a person with a disability to perform 
the inherent requirements of the position and therefore compete equally with other applicants for this position. 
Please disclose in the place below any pre-existing injury or diseases that you suffer from, or have suffered 
from, which could be affected by the nature of your proposed employment with Swan Hill District Health.  
 
Disclosure advice: - (to be completed by the applicant) 

 
 

I confirm that I have read and understood the contents of the above information and state that I have disclosed 
all relevant information in relation to my health and physical ability to carry out the inherent requirements of this 
position. 
 
Signature of applicant: ____________________________________________      Date: ........../........../........... 
 
Enquiries can be directed to:  Recruitment Services P: 03 5033 9499, E:employment@shdh.org.au 
 
 
The Application for Employment form is required to be submitted with the following documents: 
□ Covering letter in support of application                          
□ Response to Key Selection Criteria 
□ Resume  
□ Qualification evidence or supporting documentation 
□ Visa Detail (if relevant)  

Police Check & Working with Children Checks  

 

Satisfactory Police Checks, and in some areas, Working with Children Checks are mandatory at the point of 
employment.  It is a condition of employment that you maintain a current satisfactory Police Check and, if 
required, Working with Children Check. 
 

Do you have a current Police Check?  

  Yes (please provide)     No, but I am willing to get one if my application is successful. 
Do you have a current Employee Working with Children Check? 

 Yes (please provide)     No, but I am willing to get one if my application is successful. 
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