Bookings & Appointments Officer
Full time

Royal Far West is a non government organisation based at Manly that provides health services for country children who are not able to access those services locally.

We are seeking an experienced Bookings & Appointments Officer for our administration support team based at Manly. The ideal person will be able to demonstrate excellent interpersonal skills and their commitment to maintaining a strong customer service focus.
As the successful candidate you are able to demonstrate the following essential criteria: 
· Typing skills and Data entry skills;
· Experience in MS Office

· Good organisational skills and attention to detail;

· Excellent customer service skills;
· Excellent interpersonal and communication skills;
· Ability to work both as a member of a team and independently.
Desirable

·  Medical terminology;
· Experience in a similar role. 
An attractive remuneration package, including the ability to salary package will be negotiated with the successful candidate. 

The successful applicant will be required to undergo a working with children check. 

For further information please contact Reina Den Hartog, Administration Team Leader on 02 8966 8523.

If you wish to apply for this position, please submit your application which includes addressing each of the essential criteria.  Applications should be sent to the Human Resources Manager, recruitment@royalfarwest.org.au or PO Box 52, Manly NSW 1655.

Closing Date: Monday 13 February 2012 
