	POSITION DESCRIPTION

	
	

	POSITION TITLE:
	FlowLogic Implementation Officer

	REPORTS TO:
	Quality and Safety Manager

	BUSINESS UNIT:
	Corporate

	LOCATION:
	50 Rae Street, Colac, Vic, 3250

	INCUMBENT:
	

	DATE COMPLETED:
	Feb-2021 (new)


	PRIMARY PURPOSE

	The primary purpose of this role is to fully implement the FlowLogic Customer Relationship Management System under the direction of the Quality and Safety Manager to all SkillsConnection Business Units.  Implementation has begun but it needs a full-time 12 month contracted resource to enable the system to deliver to its full potential.


	REPORTING RELATIONSHIPS

	Reports to:

Quality and Safety Manager
Peer to:


Coordinators
Business unit structure:
As per the SkillsConnection Organisation Chart


	ROLE SPECIFIC REQUIREMENTS

	This role has the following specific requirements that must to be met:-

· Drivers Licence

· Police / CrimCheck 

· Disability Workers Exclusion Scheme

· Completion of Orientation Module ‘Quality, Safety & You’ 


	KEY RESULT AREA
	RESPONSIBILITY
	KEY PERFORMANCE INDICATORS

	Excellent Communication with all people in SkillsConnection
	Effective and efficient written and verbal communication
	· Ability to effectively and efficiently communicate verbally and in writing with CEO, Management, Coordinators, Workers and FlowLogic personnel.

· High quality written and verbal communication.

	Understanding the FlowLogic System
	Knowledge about the FlowLogic system
	· The key purpose of this role is to fully implement the FlowLogic Customer Relationship Management System to all SkillsConnection Business Units under the direction of the Quality and Safety Manager and by working with all SkillsConnection Management and Staff.

· Knowledge about the FlowLogic system, how it works in order use the technology in a practical environment effectively and efficiently.

	Development
	Translate business requirements into the FlowLogic system
	· Ability to work with management and staff as well as with FlowLogic developers to develop the system to meet business process and workflow requirements.

· Work with developers from a SkillsConnection point of view.

	People and Training
	Working with and training Managers, Coordinators and Disability Support workers
	· Ability to work with Managers, Coordinators and Disability Support workers who are various levels of ICT understanding.

· Ability to manage up, down and across.

· Ability to train and develop Managers, Coordinators and Disability Support workers in the FlowLogic system across various platforms.

	Process
	Developing workflows
	· Know how to develop and document workflows for development by FlowLogic developers.

	Policies and procedures
	Input into policies and procedues
	· Have input into policy and procedure development for use by SkillsConnection Management and staff by working with the Quality and Safety Officer.

	Teamwork
	Work proactively, effectively and collaboratively with all people
	· Work proactively, effectively and collaboratively across all functions.

· Support and work with the efforts of others. 

· Promote and represent SkillsConnection  in a positive manner.

· Participate in meetings when required.

	Reporting
	Development of reports
	· Develop reports that will assist in managers, coordinators and team leaders know what is going and what has been happening to effectively and efficiently management the business

	Miscellaneous FlowLogic Tasks 
	Accepting of business FlowLogic priorities
	· Willing to undertake tasks in relation to FlowLogic Implementation in order to meet business processes and objectives.

	OH&S and Incident Management
	Ensure a safe, effective and efficient working environment
	· Report OH&S and other incidents in a timely manner.


	SKILLSCONNECTION CODE OF CONDUCT

	KEY BEHAVIOURS
	KEY BEHAVIOURAL INDICATORS

	We will abide by the 

NDIS Code of Conduct
	· Act with respect for individual rights to freedom of expression, self-determination and decision-making in accordance with applicable laws and conventions.

· Respect the privacy of people with disability.

· Provide supports and services in a safe and competent manner with care and skill.

· Act with integrity, honesty and transparency.

· Promptly take steps to raise and act on concerns about matters that may impact the quality and safety of supports and services provided to people with disability.

· Take all reasonable steps to prevent and respond to all forms of violence against, and exploitation, neglect and abuse of people with disability.

· Take all reasonable steps to prevent and respond to sexual misconduct.

	We treat people with respect
	· Maintaining a safe and fair work environment.
· Treating everyone with respect, regardless of their role or individual differences.
· Valuing our colleagues and their personal commitment to delivering quality outcomes.
· Encouraging co-operation and personal development in all who work with us.
· Understanding and responding to the needs of our clients and other stakeholders.

	We are honest and transparent in all we do
	· Being open and fair.

· Refusing to participate in misleading or deceptive practices.

· Avoiding conflicts between our work for SkillsConnection and our other interests.

· Refusing any inducement for preferential treatment.

	We are accountable for all our actions and their consequences
	· Taking personal responsibility for what we do.

· Setting a personal example of accountability and pro-actively assisting others to do the same.

	We use our resources safely and responsibly
	· Using SkillsConnection’s property and resources only as authorised.

· Complying with safe operating procedures at all times.

· Setting a personal example of safe behaviour and pro-actively assisting others to do the same.

· Not disclosing confidential information without authorisation.

	We abide by the law and act accordingly
	· Ensuring compliance with law, custom and business practice wherever we operate, without compromising our code of conduct.

· Reporting immediately any known breach of law, custom or business practice.

	We recognise the diversity, capability and potential of our community
	· Acknowledging individual needs and aspirations

· Working to facilitate achievement of potential.

· Providing an inclusive, non-discriminatory environment.


	POSITION PARAMETERS

	KNOWLEDGE

	· Demonstrated understanding with regards to deployment of software into a business.
· Demonstrated understanding and importance of confidentiality.

· Understanding of principles of pro-active and responsive customer service.
· Know how to translate business requirements including payroll into ICT systems.

	SKILLS

	· Deployment of software systems into a business environment.
· Experience in payroll, timesheets and rostering.
· Experience in NDIS claiming is desirable.

· Excellent communication skills.

· Ability to provide clear direction.
· Ability to interact with people at all levels.

· Well developed written, verbal and interpersonal skills.

· Well developed organisation and time management skills.

· Analytical and problem solving skills.

· Attention to detail and accuracy.
· Proficiency and sufficient knowledge of MS Outlook, Word, Excel, Access and PowerPoint.

	EXPERIENCE LICENCES & QUALIFICATIONS

	· Appropriate experience and / or academic qualifications 
· Background  or knowledge in deployment of software systems  

· Current victorian driver’s licence
· Pre-employment security screening will be required

	OTHER

	· Professional, independent and highly self-motivated.

· Consultative, responsive and results-oriented with a sense of urgency.

· Some data entry may be required to get the flow of testing and implementation working.

· Adaptable and flexible.

· Team-focused and a team player.

· Stress tolerant.

· Capacity to balance competing requirements and/or demands. 
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