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 JOB TITLE:   Medical Administrative Assistant 

LOCATION:   Frenchs Forest, NSW, Australia 

REPORTS TO:  Brellah Practice Manager  

HOURS: Part-time or full-time with extended opening hours 
 

 

Context 
Our purpose 
Welcome to Brellah, where we believe in actively challenging the healthcare 
paradigm to impact better health outcomes in Australia. We are committed to 
pioneering a new system of care by putting the patient at the centre of 
everything we do. Through our integrated care model, we are determined to 
improve patient experience and outcomes one patient at a time.  
 

Our Values 
Fresh: We are creative, taking a fresh and energetic approach to everything 
we do.  
 

Integrated: Collaboration is at the heart of everything we do, we put our 
patients first, focusing on a holistic solution.  
 

Outcome based: We are only as good as our results. Our data driven approach 
keeps us scientific, measurable and connected. We use technology to better 
our service. 
 

New Normal: We are determined to challenge the norm. We will remain 
relevant by constantly adapting, innovating and continuously striving for 
improvement. We are proactive. 
 

Access: We come from a place of care. We are approachable, respectful, 
open, warm and honest. We show support and encouragement to our patients 
as well as each other. 
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Position Objective 

Brellah is a patient centric model of healthcare, focusing on changing the way 
medical services are provided in Australia. Patients are encouraged and 
supported by a team of clinicians and health professionals that embrace data 
analytics and collaborative care to drive better health outcomes.  

The Brellah administrative assistant is an important role within the practice that 
ensures the management of secretarial duties fully supports the delivery of 
quality clinical care by the practitioners. The administrative assistants provide 
support to the practitioners, case managers and management by ensuring the 
practice runs efficiently and effectively on a daily basis. This includes the co-
ordination of all patient appointments and accounts, preparation of medical 
reports and meeting patient needs in a compassionate, caring manner to 
achieve excellent patient service and care. 

 

Job responsibilities 
 
Under the direction of the medical practitioners and management, the 
responsibilities of the medical administrative assistant may include, but are not 
limited to: 

 
Patient centric 

• Deliver an exceptional patient experience, and help patients prepare for 
their provider visit  

• Ensure patients are always delighted with the level of care they receive 
and feel comfortable and respected by all our staff 

• Ensure services are delivered in an effective, coordinated and patient 
focused manner  

• Assist patients in navigating the healthcare system, help patients resolve 
medical bills inside and outside of Brellah (advocate for the patient) 

• Gain the trust of Brellah patients in an effort to properly advise them in 
their healthcare journey  

• Manage the orientation process for new Brellah patients 
• Provide exceptional customer service and handle complaints 

professionally and diplomatically 
• Provide confidentiality for all patients and the practice 
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Administrative 

• Answer incoming calls, manage them professionally, promptly and 
efficiently 

• Check and respond to voicemail messages daily 
• Take messages for medical practitioners, case managers and managers 
• Manage and record scheduling for healthcare providers and patients in 

practice management software system 
• Confirmation of all patient appointments and ensure patients bring all 

necessary documents and imaging 
• Co-ordinate recall appointments for follow up and send the necessary 

notifications 
• Manage all patient documentation and data entry on patient’s arrival 

and departure 
• Prepare consulting rooms to ensure all relevant imaging and 

documentation is present 
• Assist new patients with registration paperwork and keep all patients 

details up to date in practice management software system 
• Transcribe dictations and upload into practice software system for review 

and distribution 
• Process and distribute incoming correspondence 

Billing and Account Management 

• Accurately manage all patient invoicing and receipting at time of 
consultation through efficient use of practice software 

• Efficiently manage Workers Compensation, Medicare and Veterans 
payments to the practice 

• Process EFTPOS payments 
• Process incoming cheques and payments arriving via mail in a timely 

manner 
• Complete end of day reconciliation, prepare and deliver banking 
• Maintain systems to monitor and recover debts of the practice 

Operational 

• Maintain office and stationery supplies, at all times maintaining practice 
expenses in a cost-effective manner 

• Attend to routine maintenance of office equipment 
• Support the clinic management team on operational activities as 

needed. 
• Develop and regularly maintain the practice policy and procedure 

manual 
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Occupational Health & Safety 

All staff members are required to exercise their duty of care and: 

• Take reasonable care for their own safety, as well as for others in the 
workplace who can be affected by their actions 

• Refrain from misusing or damaging equipment which is provided to 
protect or enhance the health and safety of employees 

• Comply with the practice policies and comply with legitimate requests 
from the practice which are in accordance with such policies and/or OHS 
legislation 

• Ensure they do not knowingly place other staff at risk through their actions 
• Report incidents and potential health and safety risks to the proprietor in a 

timely and appropriate manner 
• Host visitors and/or contractors in a manner consistent with the 

requirements of the practice as stated in the practice OHS policy 

 
Job complexity, skills and knowledge 

Level of Supervision & Independence 

• Work under the general direction of management and the medical 
practitioners 

• Meet regularly with the practice manager to discuss practice operational 
issues 

• Actively participate in staff meetings and any other relevant meetings 
• Work autonomously within own area of responsibility 

Problem Solving & Judgement 

• Solve problems based on a sound knowledge of practice values, 
operations and policies 

• Prioritise work in order to meet patient and practice requirements 
• Assess problems and use mature judgement as to whether assistance is 

required from other practice staff 

Professional & Organisational Knowledge 

• Understand the organizational structure of the practice 
• Develop a solid understanding of the practice policy and procedure 

manual 
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Selection Criteria 

• >3 years’ experience in a medical administrative role  
• Excellent written and verbal communication skills 
• IT proficient in medical software including electronic patient records and 

booking systems, Microsoft Office, shared folders and online/mobile Apps 
• Possess a good working knowledge of medical consultation billing and 

the Medicare Benefits Scheme 
• Proficient transcription skills with a good knowledge of medical 

terminology 
• Experience in the application of privacy legislation as it applies to patient 

care 
• Excellent interpersonal skills with the ability to communicate with and 

relate to people from all walks of life and with different cultural 
backgrounds. 

• Good problem solving and negotiation skills to enable the resolution of 
difficult or complex enquiries. 

• Strong track record of a collaborative mindset working cross-functionally 
to achieve team goals 

• Highly organized and demonstrated customer service skills, with a high 
level of attention to detail 

• A history of being a self-motivated problem solver with a willing and 
flexible attitude  

• Adaptable and practical with an ability to work under pressure 
• An eagerness to help us build and refine our operating model 

Additional preferred qualifications 

• Certificate in Business Administration (or equivalent) 
• Above average levels of business and financial acumen 

 

 


