
 

 
 

 

 

 
Administration Officer – Medical Records 

Full time 
 
 

 Are you an experienced administrator with a background in response to, and 
release of, health and medical records? 

 Are you passionate about supporting quality outcomes for rural & remote 
families and disadvantaged children? 

 Do you like the idea of working next to the beach? 
 Do you want to work for a not-for-profit charity? 

 
 
Royal Far West is currently seeking an experienced Administration Officer to join our 
team in a full time capacity. Reporting to the Administration Team Leader, this 
position is responsible for providing efficient and timely customer service for medical 
record requests. This includes responding to enquiries and processing medical records 
requests including Subpoena and Chapter 16A requests. A key component of this role 
is to maintain and respond to requests for medical records in a standardised and 
professional manner, and in accordance with clinical governance and legal 
requirements. Due to the fluctuating nature of medical record requests, the successful 
candidate will also be responsible for providing other administration support at times. 
 
Previous experience and/or interest in undertaking or supporting Privacy Officer 
functions is a strong advantage. 
 
 
ABOUT YOU 
 
When you start your new role with us, you will have the following: 
 

- A high level of integrity, both professional and personal; 
- Exceptional written and verbal communication skills; 
- Ability to work as a member of a team and independently; 
- Highly efficient and reliable, well organised and methodical, able to problem-

solve, attention to detail; 
- Intermediate Microsoft Office skills; 
- Ability to navigate multiple computer systems and databases concurrently; 
- Experience working with electronic medical files and back-up paper files; 
- Experience in a similar role, such as a hospital ward clerk or medical records in 

a health facility; 
- Ability and willingness to travel within the Sydney Metro region to obtain and 

copy medical records. 
 
In addition, previous experience in a similar role and/or interest in undertaking or 
supporting Privacy Officer functions is a strong advantage. 
 
This role has been identified as a ‘Category A employee’ and requires protection 
against vaccine specified preventable diseases. 
 
 
  



ABOUT US 

Royal Far West is a non-government organisation based in Manly, which provides 
multidisciplinary health and wellbeing services for children from rural and remote 
Australia with developmental, behavioural, learning and mental health difficulties.   
 
We are passionate about helping children from rural and remote Australia, we believe 
that every child has the right to access the services they need to thrive and grow, no 
matter where they live. We have passionate and engaging staff that help us achieve 
this, we go the extra mile to help and work with children so they can have a better 
quality of life and our goal is to increase our offering and by 2020 to help 15,000 per 
year. If you would like to join our family and help us reach our 2020 goal then apply 
today as we want to hear from you. 
 
An attractive remuneration package, including the ability to salary package, will be 
negotiated with the successful candidate.  The successful applicant will be required 
to provide a current Working with Children Check. 
 
For further information please contact Concetta Pouli on 02 8966 8582. Alternatively, 
a position description is available on the Royal Far West website 
http://www.royalfarwest.org.au/careers 
 
To apply for this position, please submit your CV and Cover Letter which includes 
addressing each of the essential criteria to the Human Resources Manager, 
recruitment@royalfarwest.org.au or PO Box 52, Manly NSW 1655. 
 
Closing date: Sunday 17 June 2018. 
 
Royal Far West is committed to creating a diverse environment and is proud to be an 
equal opportunity employer. 
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