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RCPA Position Description – RCPA Manual Project Officer

POSITION DESCRIPTION
	TITLE
	Project Officer – QUPP RCPA Manual 2022-2024

	REPORTS TO
	Project Management Office Manager 

	
Key Accountabilities
What will the Project Officer be responsible for?






















	KEY DUTIES & RESPONSIBILITIES
· Coordinate and manage all work related to the QUPP RCPA Manual 2022-2024 Project
· Schedule and coordinate tasks to maintain the timeline related to the execution of the scope of work and Performance Indicators outlined in the QUPP Application and Agreement for the Project
· Undertake a gap analysis of the existing RCPA Manual of all pathology tests and clinical scenarios, make necessary amendments and inclusions in consultation with overseeing committee and Manager PMO 
· In conjunction with the RCPA IT Team and external stakeholders, develop a suitable open access digital app for the RCPA Manual that can be published on the RCPA website 
· Develop and implement a promotional campaign for the RCPA Manual app via:  social media; newsletter; website; events and conferences
· Develop project documentation as required – eg Project plan; project status reports; presentations; meeting agendas; project meeting minutes; etc
· Provide regular Project Progress updates to RCPA Manager PMO and Project Steering Committee
· Manage project data integrity, ensuring confidentiality and the safe storage of records and files (electronic and hard copy) is utilised throughout project implementation

· Develop and maintain effective and productive relationships with internal and external project stakeholders including:  RACGP; RACP; ACRRM; Choosing Wisely; AACB; and consumer organisations
· Build rapport and business relationships with all areas of the project to keep currency with critical issues and priorities and develop and implement plans for managing effective communications with key stakeholders.

· Facilitate information sessions and provide information to a variety of stakeholders. Assist in the promotion of the project across the RCPA. Conduct presentations relating to project as required
· Ensure RCPA records are updated, accurate details related to key project activities are maintained including website information
· Other duties as required by Manager PMO; CEO; DCEO


	
Key Behaviours
How will the Project Officer need to act?

	· The position requires the individual to be an effective administrator who is highly organised, collegiate, flexible, communicates effectively and can produce results

	
Key Selection Criteria
Considering what the Project Officer needs to do in the role, what are the key criteria upon which potential candidates will be short listed?

	· Knowledge and experience working in pathology, such as that gained in a medical scientist or senior scientist role
· Knowledge of pathology tests and clinical scenarios
· Experience working with government and health, particularly in the field of pathology
· Tertiary level skills in relevant area 
· Accuracy, attention to detail and highly organised. 
· Effective at managing a diverse group of key stakeholders and the ability to develop/cultivate productive relationships with a range of stakeholders to achieve agreed objectives
· Excellent communication skills – written and verbal
· High level of computer literacy and willingness to engage in digital technologies related to website and app development 
· Time management skills and ability to prioritise effectively
· Strong project management experience 


	
Key Elements of ‘Fit’
Considering the organisation, its future state, and the environment in which it works, what the Team Assistant needs in order to achieve a good ‘fit’?
	
Personal Style:
· Professional, mature, and diplomatic
· Can work independently
· Detail oriented, good time management skills
· Insightful regarding others
· Capable of empathy and effective listening
· Can communicate effectively with different internal and external constituencies

Motivation/Aspiration:
· Motivated by achievement of agreed goals to an exceptional standard

Preferred Working Environment:
· Systematic and ordered

Response to Pressure:
· Able to maintain calm and focus under pressure
· Solutions and outcomes focussed 


	
The Offer
Describe aspects of the role that may be attractive to candidates with the right capabilities and fit.

	
Salary Package:
Commensurate with qualifications, experience, and market rates 

Opportunity to Make a Difference:
The role will:
· establish a portable and accessible app to support pathology test selection.  
· provide guidance to GPs, referring practitioners and health care professionals to assist with educating pathology requesters and guide on the most appropriate, efficient, best practice pathology requesting. 

How the role can contribute to leadership career advancement: 
This is a project-based role supported by funding from Australian Government Quality Use of Pathology Program for 1 FTE for 12-14 months. On conclusion of the project, other opportunities may arise within the College, subject to funding availability.  This role could lead to a similar role in a larger organisation.

Status and profile of the role:
The role will have contact with a broad range of RCPA and external stakeholders, mostly within the pathology and amongst GP and medical specialty pathology requesting community

Professional development opportunities offered:
As needed/requested (internal and external)


	Other Relevant Information
	Location:
Sydney, Australia

Travel Requirements:
Possibility for infrequent Domestic travel

Out-of-Hours Work:
Reasonable additional hours

Employment Practices:
Flexible work is available
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