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JOB AND PERSON SPECIFICATION

	Position Title:
                     EVENT PLANNING ASSISTANT

	
	

	Classification Code:   ASO 2
	Portfolio:                 Central Patient Services

	
	Department:            Emergency & Major Events (E&ME)

	
	Section:                   Administration

	
	Position Number:    1201

	
	Date Reviewed:       November 2009



SA AMBULANCE SERVICE VISION

The community of South Australia is secure in the quality of care provided by its ambulance service.

MISSION
To save lives, reduce suffering and enhance quality of life through the provision of accessible and responsive quality patient care and transport.

VALUES

Our reputation and professional profile

The passion, effectiveness and potential of our people and their wellbeing

Accountability

Integrity

Innovation

PREAMBLE:

Underpinning the SA Ambulance Service Strategic Directions are the agreed values that reflect honesty, respect and integrity for every individual.  These values drive how we conduct our business and how we behave.  We aim to make the values “live”.  It is important that we incorporate the values into our behaviour systems and processes.  

SA Ambulance Service has a “Commitment to Values” attached to Job and Person Specifications that all staff are required to uphold.  (Please refer to the back of this document).

Australia has one of the most culturally and ethnically diverse populations in the world.  Having bi-lingual and bi-cultural employees can enhance the department’s ability to negotiate with, and meet the needs of, the full range of its clients and customers.  Such employees also add to the diversity of the workforce, and give added opportunities to fully capitalise on difference as a valuable asset in an increasingly competitive environment.
JOB SPECIFICATION
1.
Summary of the broad purpose of the position in relation to the organisation's goals:
This position provides: 
· comprehensive administration and direct support to the SAAS Event Planner within the SAAS Emergency & Major Events Unit
· general support to other elements within the SAAS Emergency & Major Events Unit which including key areas of Emergency Management Planning, Logistics
· direct support to the General Manager Emergency & Major Events in the SAAS response to any major incident or emergency regardless of whether or not it is a declared event under the South Australia Emergency Management Act 2004.

2.
Reporting/Working Relationships 
This position reports to:   SAAS Event Planner – Emergency & Major Events

This position relates to:


Internal



SAAS Event Planner


Patient Services Managers (metropolitan and country)



Manager Emergency Preparedness


Special Operations Team
SAAS Fleet Department
SAAS Supply Department
External



SAPOL Emergency & Major Events



SAMFS Emergency & Major Events



St John Australia – Events coordinator



Event organisers as required


SA Health



Fleet SA

3.
Special Conditions. 
The incumbent:
· will uphold the Code of Conduct, values, principles, policies and procedures of SA Ambulance Service.
· may be subject to a Criminal History Check and/or a medical examination

· will undertake training as directed to attain or maintain required competency of skills and knowledge applicable to the role

· may be required to enter into an annual performance agreement for the achievement of (specific or service or program) outcomes. 
· may be required to undertake intrastate travel with occasional overnight absences from home
· will be required to support SAAS emergency response duties

· maybe required to perform some out of hours work 
· hold and maintain a full and unrestricted SA Driver’s Licence
· must be able to deploy with the Field Command Unit as directed or in times of need as described in the SA Emergency Management Act 2004 – as amended
· may be required to commence work and operate from a variety of locations within the state.

4.
Statement of Key Result Areas and Activities 
Major Events
Achieved by the following activities: 
· Provide administrative assistance with the development of SAAS major and public event plans with other Emergency Service Organisations and relevant SAAS Managers and stakeholders

· Provide direct administrative assistance in the preparation of risk assessments related to major and public events involving all emergency service organisations and event promoters
· Prepare agendas and take minutes at meetings with other Emergency Service Organisations and SAAS Managers

· Attend planning meetings related to the development of plans and the execution of major and public events as directed.
· Assist with the capture of feedback and preparation of recommendations on improvements and amendments to the management of major and public events
· Provide administrative assistance with the development of protocols/ guidelines/ procedures for major and public events
· Assist with the operation and maintenance of the Field Command Unit, Air Tent and trailer and any other general equipment which assist Emergency & Major Events in the execution of its role

· Under direction, coordinate and distribute updates to the major and public events plans and manuals
· On request, represent SAAS at various forums and committees.  Undertake a liaison role with stakeholders and service providers external to the organisation and report back to the Event Planner
· Write and distribute Minor event information notices to relevant stakeholders

· Assist the Event Planner with preparing Major Events reports for PSMT etc
Emergency Management
Achieved by the following activities: 
· On request, review the administration of individual major and public event plans and recommend improvements where necessary.

· Assist Major Event organisers and other ESOs with the administration on development of plans.

· Provide administration support on the review of draft plans and operations orders for major events in association with the SAAS Event Planner
· Provide risk assessments on minor events

· Assist Event Organisers and internal clients with the new Event Booking system

· Liaise with area MPS’ re: minor events in their area

· Research event details and identify potential involvement / impact for SAAS

Administration & Logistics

Achieved by the following activities: 
· Provide general administration support to the Emergency & Major Events team as requested

· Assist with the ordering, storage and deployment of assets in support of Major Event or Emergency Management activities
· Provide current and accurate information regarding SAAS major and public event services and capabilities.

· Resolve major and public event queries promptly, competently and professionally without escalation where possible.

· Maintain a professional relationship with customers at all times, while adhering to relevant legislation polices and procedures.
· Provide administrative support to the Event Planner for the development of departmental policies and procedures

· Research event treatment statistics for the Event Planner

· Ensure Major Events equipment is maintained and in good working order

· Ensure equipment loans or bookings are accurately recorded and followed up.
Major and Public Event Management training
Achieved by the following activities: 
· Provide administration assistance to the planning, review and report on practical training exercises.
· On request and under direction, represent SAAS in planning emergency management exercises with the Central Exercise Writing Team (CEWT)

· Assist with the SAAS logistical support for the emergency response exercise

· Take minutes at the debrief of SAAS staff on completion of the major and public event
· Provide administration support and assistance with the preparation of any report for improvements to local SAAS major and public event plans
Financial Control & Business Planning
Achieved by the following activities:

· assist in the preparation of annual business plans and budgets

· execute financial delegations only within endorsed limits
· Accurate financial and event record keeping and reporting when required.
Key Result Area:  Counter Disaster Activities    

Achieved by the following activities:

· Contribute to the well-being of people in South Australia through participation in Counter Disaster activities including attendance, as required, at training programs and exercises to develop the necessary skills required to participate in responses in the event of a disaster and/or major incident. 
Key Result Area: Occupational Health Safety & Welfare
STAFF must comply with OHS&W and Workers Compensation legislation requirements and relevant OHS&W policies, procedures and safe work practices implemented by SAAS.
Achieved by the following activities:
Accountability
· Work safely and not place yourself or any other worker or member of the public at risk.

· Follow safe work procedures established by SAAS.

· Follow the OHS&W directions of the relevant manager, team leader or supervisor.

Risk Management

· Report workplace hazards as soon as possible to your relevant team leader or manager.

· Report immediately any injury or illness arising from workplace activities. 

· When requested, assist the manager or team leader in a risk assessment of workplace hazards.

· Wear personal protective equipment (PPE) as required and maintain the PPE as directed or required in OHS&W procedures. 

· Use other safety and emergency equipment provided in the workplace as directed.
_________________________________________________________

Approved by Manager:   ______________________________     _____/_____/_____

Agreed by Incumbent:   _______________________________     _____/_____/_____
_________________________________________________________

PERSON SPECIFICATION

ESSENTIAL MINIMUM REQUIREMENTS

Experience in the following
· Preparation of reports, data and correspondence 

Skills/Other in the following: 
· Intermediate level of competency in Microsoft suite including Word, Excel, PowerPoint, Outlook and Visio as well as RecFind and Page Gate
· High level of organisational and planning skills including ability to prioritise work and meet required deadlines

· Attention to detail and confidential information management 
Knowledge
· Broad understanding of ambulance operations within South Australia
DESIRABLE CHARACTERISTICS 
Experience in the following:
· MS Project, MS Publisher

· Major events at any level

· Risk Management at any level
Knowledge of the following
· The structure and interrelationship of SAAS departments

· SAAS Emergency & Major Events Unit and its charter within Central Patient Services

Skills/Other in the following 
· SAAS HP-CAD or HP Admin operation

COMMITMENT TO WORKPLACE VALUES

SA Ambulance Service values have an influence on the people we employ

Every organisation has values that govern the way people are treated and the way decisions are made. SA Ambulance Service’s Strategic Plan identifies the values that guide our behaviours. These behaviours apply to all employees and govern the way people in the organisation are treated, the way decisions are made and how we provide our services.

These values are used in day to day communication and interaction between all employees and are linked to the whole of government Code of Conduct, Performance Development, Job and Person Specifications and SA Ambulance Service Employment Conditions.

We value
 

OUR REPUTATION AND PROFESSIONAL PROFILE

Protecting and upholding the professional reputation of SAAS with the Government, health and emergency services sector, community and staff. 

PASSION, EFFECTIVENESS, POTENTIAL AND WELLBEING OF OUR PEOPLE

Recognise and value the individual and collective contributions of staff 

ACCOUNTABILITY

Understanding and accepting your responsibilities

INTEGRITY

Consistently doing the right things for the right reasons 

INNOVATION

A commitment to change and improvement

*****************

	I  ______________________________________________ have the ability and 

Commitment to behave consistently with the stated values of SA Ambulance Service.

________________________________________          ________/_______/_______

Signature                                                                 Dated

Please return the completed documentation the Human Resources Department




“The right people with the right skills in the right place at the right time”
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