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Position Description 
Position Title: Administration Officer/Allied Health Assistant – Paediatrics  

Reports To: Clinical Lead - Paediatrics 

Direct Reports: Nil 

Award and Classification: Support Services – Level 2, 3, 4 

Authority and Delegation Limits: As per the Health Collective Delegated Authority Register 

Internal Relationships: Health Collective Employees and Director 

External Relationships: 

Support Workers, Support Coordinators, Plan Managers, National Disability 
Insurance Agency, National Disability Insurance Scheme, My Aged Care 
Connections, NIISQ Connections, Medical Practitioners, Other Health 
Professionals, Equipment Suppliers 

 
Position Purpose 

The Allied Health Assistant & Administration Officer provides both administrative and clinical support to 
Occupational Therapists (OTs) and other Allied Health professionals to enhance service delivery. 
 
To summarise, it is not the intent of this position description to limit the scope or responsibilities of the role, but to 
highlight the most important aspects. 

 
Specific Duties Success Indicators 

Allied Health Assistance (Under supervision of OTs) 
• Assist with client therapy programs, including fine motor, sensory, 

and functional skill development. 
• Assist in setting up and maintaining therapy equipment for sessions. 
• Provide follow-up monitoring and feedback to therapists on client 

progress as directed.  
• Take detailed session notes and accurately record progress, 

changes, or concerns. 
• Assist in the preparation of therapy materials and resources for 

client sessions. 
• Maintain sensory gym, therapy spaces, and resource room ensuring 

they are clean, organised, and stocked with required materials. 
• Ensure all programs are implemented within ethical, legal, and 

safety guidelines. 

Clients receive high-quality support for 
therapy programs. 
 
Sessions and follow-ups are effectively 
documented. 
 
Therapy areas are clean, prepared, and 
well-maintained. 

Administrative Support 
• Coordinate appointments with clients, families, and referral 

partners. 
• Respond to client inquiries via phone, email, or in-person 

professionally and efficiently. 
• Assist with data entry, filing, and maintaining client records 

securely. 
• Process NDIS, Medicare, and Private billing accurately. 
• Assist in preparing reports and supporting documents for the 

therapy team. 
• Manage and order office and therapy equipment as needed. 

Appointments and inquiries are handled 
efficiently and professionally. 
 
Client records and billing are accurate and 
up to date. 
 
Communication with clients and external 
providers is effective. 
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• Ensure all confidentiality, privacy, and compliance requirements 
are met. 

• Assist therapists in developing templates as delegated. 
• Support team members with any additional administration duties 

as needed. 
Group Programs 
• Assist in group session preparation, setting up therapy gym, 

equipment and materials required for group sessions. 
• Ensure all necessary documentation, worksheets and activity 

supplies are ready before each session. 
• Provide hands-on assistance to clients during group sessions under 

the supervision of the therapist. 
• Encourage participation and engagement by assisting clients as 

delegated, proving reassurance and promoting an inclusive group 
experience. 

• Assist with data collection and documentation, session notes and 
client progress as directed by the therapist. 

• Communicate with parents/caregivers regarding session logistics 
when required. 

• Work collaboratively with other team members to improve group 
program delivery and effectiveness. 

• General assistance in program development. 

High client engagement – clients actively 
participate in group activities, demonstrate 
progress in skills, and provide positive 
feedback about their experience. 
 
Smooth Session facilitation – group 
programs run efficiently with well-prepared 
materials, structured delivery, and seamless 
coordination between the AHA and 
Therapists.  
 
Achievement of therapy goals – clients 
shows measurable improvements in 
targeted areas, and session documentation 
reflects progress towards their individual or 
group therapy objectives. 

Intake 
• Respond to phone calls/ emails in relation to new referrals within a 

24-hour timeframe. 
• Obtain as much information as possible with the new referral by 

asking appropriate questions and completing the required 
Documentation. 

• Once administration intake is complete present and prepare a draft 
service agreement in Splose with suggested quote and agreement. 

• Present case to clinical leads during the twice weekly intake 
meeting. 

• Ensure all required documentation and forms are completed to the 
required standard. 

Collaborates with key referrers to obtain 
information. 
 
Breaks through barriers with intake process 
to obtain information from relevant parties. 
 
Allocates time weekly to conduct pre-intake 
questionnaires. 
 
Review the list of existing clients that may 
require an updated intake. 

Workplace Health & Safety (“WH&S”) 
• Always maintain and encourage the highest safety standards 
• Comply with all WH&S standards, policies, and procedures 
• Report all accidents and/ or incidents to management immediately  
• Conduct periodic checks to remove hazards from work areas 
• Rectify identified hazards where possible and report to 

management ASAP 
 

Consistently adheres to WH&S policies and 
procedures 
 
Hazards are actively managed and 
reported 
 
Zero preventable WH&S incidents 
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General Duties 
• Always represent Health Collective Group in a positive and professional manner  
• Maintain a friendly, approachable and collaborative attitude towards patients and team members 
• Maintain a clean and professional appearance  
• Contribute to the cleanliness and smooth operation of the clinic 
• Have an interest in initiatives to improve the overall success of the business 
• Demonstrates Health Collective Group’s mission, vision and values in day-to-day actions 
• Attend meetings and internal/external training to further develop and maintain skills, as required  
• Keep work areas tidy and clean 
• Undertake the responsibilities of the position adhering to: 

o Equal opportunity and anti-discrimination legislation and requirements 
o Workplace Health and Safety (WH&S) legislation and requirements 
o Legal requirements 
o Health Collective Group’s policies and procedures 

• All other duties as assigned or reasonably requested 
 
 

Skills and Personal Attributes 
 
• Strong communication skills and the ability to explain exercise programs, physical movements and techniques used 
• Ability to communicate varied techniques and program requirements in a clear and concise manner to varied 

audiences and abilities 
• Ability to take care of and foster positive working relationships with different personalities, backgrounds and 

cultures 
• Proven excellent interpersonal communication including coaching, verbal and written communication skills 
• High level of knowledge of the musculoskeletal system, and demonstrated problem solving skills to effectively 

assess and execute programs or exercises for a diverse range of symptoms or injuries  
• Strong time management and organisational skills with the ability to prioritise, multi-task and work under pressure 
• Excellent attention to detail and an unquestionable commitment to confidentiality 
• Be proactive, decisive, flexible and self-motivated 
• Well-presented and enthusiastic with a positive attitude and willingness to learn 
• Ability to follow established procedures and practices as well as follow instructions 
• Ability to work autonomously as well as part of a team 
• Ability to learn and effectively use various software and systems as required  
• Be physically fit with an unrestricted ability to lift, bend, stretch and twist 
• Tech-savvy – Proficiency in Microsoft Office, Excel, Outlook, Practice Management Software (Splose) and Asana. 

 
Qualifications and Experience  

 
Essential 

• Prior experience in healthcare administration or allied health assistance. 
• Proficiency in computers and practice management software. 
• Blue Card (Working with Children Check) or willingness to obtain. 
• NDIS worker Screener or willingness to obtain. 
• Strong organisational and time management skills. 
• Queensland C Class Driver’s Licence 

 
Desirable 

• Certificate III or IV in Allied Health Assistance 
• Minimum 2+ years’ experience working in NDIS/Medicare-based clinic 
• First Aid Certificate (HLTAID011) or equivalent  
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• CPR Certificate (HLTAID009) or equivalent 
 
 
 

Approved by:  
 Date:  

I have read the above Position Description and understand and accept the role requirements for the position 
of the Allied Health Assistant/Administration Officer. 

Incumbent Signature:  
 Date:  

Note: The above information on this position description has been designed to indicate the general nature and level 
of work performed by employees within this classification. It is not designed to contain or be interpreted as a 
comprehensive inventory of all duties, responsibilities and qualifications required of employees assigned to this 
position. 

 
 


