Schizophrenia Fellowship of NSW Inc

Position Description

Client Management Development and Support Clerk

Reporting to:

IT-Administration Support Analyst
Deputy CEO
Supported by:

IT-Administration Support Analyst

Hours of work:
15.2 hours per week
Tenure:

Fixed term contract till June 2011
Location:

State Office - Gladesville

Salary:

SACS Award - Community Services Worker Grade 2, Year based on experience

Position Objective:

· To assist the IT-Administration Support Analyst with the development, implementation and support of Frameworki CMS across the organization.
Responsibilities:

· Complete data entry tasks as directed within a timely and efficient manner
· Assist in design of Frameworki forms and reports

· Assist in staff training

· Customer support  for staff and volunteers with Frameworki issues as they arise
· Accurately transfer client information from variety of different sources into Frameworki
· Other duties as directed by the IT-Administration Support Analyst

· Adherence and compliance to the Continuous Quality Improvement policies and principles of the SFNSW.

Background Information:

Schizophrenia Fellowship is a mental health charity, established in 1985, with services in Sydney and across the State of NSW. The Fellowship has a strong role in advocating for better services for people with mental illness and their families, educating the wider community about mental illness and the provision of innovative services for people with mental illness and their families.  
SFNSW is implementing the Frameworki client service management system which has been sourced from Corelogic in the UK. The implementation of Corelogic’s Frameworki Client Management Software is an essential component of the SFNSW record management, client service and data analysis system. The rollout of Frameworki throughout the organization is nearly complete but support, further development and analysis are required. This position will be part of a team of two working with the IT Analyst.
Essential Criteria:

· SSQL skills
· High level computer literacy, including Microsoft Word and Excel.
· Excellent interpersonal and written communication skills

· Ability to work as part of a team and help others.

· Demonstrated level of initiative and a proactive approach

Desirable Criteria:

· Training skills 
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