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Odyssey House Victoria (OHV) is a place of hope and positive change for individuals working 

towards breaking their pattern of addiction. At OHV we believe that every person should have the 

opportunity to change and grow. Our diverse teams work with individuals, families, and 

communities to reduce drug use, improve mental health, and reconnect people to their family and 

the community. The Odyssey name and logo reflects the courageous journey of self-discovery and 

change that our clients undertake. 

 

Position Description 

Practice Manager 

POSTC3001 
ISO9001  |   Approved by Eric Allan | Next Revision: 17/06/2023 

Location: Lower Plenty  

Traditional 

Land Owners: 

Wurundjeri People 

Classification: SCHADS Level 5 

Reports To: Team Leader Mental Health 

Nurse  

Direct Reports: N/A 

Position objective The Practice Manager is responsible for supporting the enhancement and 

current medical and allied health services within OHV’s Residential and 

Community Services. 

The role will have oversight of the development, implementation, and 

ongoing operations of new business models to increase client access to 

medical and allied health services.  

This includes, ensuring financial viability, developing strong partnerships with 

primary health services and providers, managing the day to day running 

operations and administration of agency practices embedded within current 

services and support the development of innovative models of primary health 

care for clients in rural residential settings. 

 

Role responsibilities Working under general direction of the Team Leader Mental Health Nurse, 

the role undertakes responsibility for a range of functions requiring the 

application of a high level of knowledge and skills to achieve results in line 

with Residential and Community Services goals, including: 
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Leadership  

• Providing leadership to the Primary Health Care Services within OHV. 

• Facilitating and supporting change and improvements to the Primary 

Health Care Services within OHV. 

Development   

• Undertaking reviews of current medical and allied health services 

operating within OHV. 

• Contributing to the implementation of new primary health care 

programs and services within the organisation. 

• Developing strong partnerships with stakeholders which encourage 

greater client shared care. 

• Developing and managing service agreements with consultants and 

staff.  

• Actively promote and adhere to the OHV Child Safety policy and 

procedures to assist OHV to maintain a Child Safe organisation and 

support colleagues to engage in Child Safe practices. 

Management (as required) 

• Facilitating, and assisting with, the recruitment and orientation of 

staff and contractors with relevant managers. 

• Working with the OHV IT team to support and enhance the 

organsations medical software system. 

• Contributing to effective communication and team building in the 

medical practice setting. 

• Act as primary contact for other primary health services requesting 

resident/ client medical records.  

• Monitoring medical stock and supplies.  

• Contributing to a holistic, multidisciplinary approach to the medical 

practice operations. 

• Contribute to all aspects of the day-to-day practice/ administration 

management of the relevant site practice in consultation with other 

practice staff. 

• Overseeing and guiding the preparation of clinical accreditation. 

• Oversite and conducting, infection control audits and the 

development and maintenance of related policy and procedures.  

• Providing ongoing support to staff and contractors working within the 

organisation’s primary health services.  

• Ensuring client confidentiality is maintained and services are 

delivered in a culturally sensitive manner. 

• Contribute to the Development and maintenance of strategic 

relationships with key internal and external stakeholders.  

Financial Performance and Legislative Compliance (as required)  

• Overseeing the development, implementation, and audit of the 

Medicare Benefits Schedule (MBS) billing processes.  

• Collaborating with relevant Executive and senior managers to identify 

opportunities to further strengthen sustainability of medical and 

allied health services.  
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• Maintaining a working knowledge of government legislation and 

RACGP standards for General Practice, as relevant to the site practices 

and ensuring compliance is maintained at all times. 

• Maintaining a working knowledge of the Commonwealth funding 

streams.  

• Developing, monitoring, and reviewing practices and procedures as 

required. 

• Developing and reviewing systems in an ongoing manner to ensure 

site practices are running efficiently.  

 

General 

• Actively promote and adhere to the OHV Child Safety policy and 

procedures to assist OHV to maintain a child safe organization and 

supporting colleagues to engage in child safe practices. 

• Contribute to the continuing development of OHV Child Safety policy 

and procedures and ensure that all staff and program areas promote 

and adhere to child safe practices. 

• Demonstrate ability to understand and apply inclusive practice when 

working with people from diverse communities, such as cultures, 

genders, sexualities, bodies, abilities, spiritualities, ages and 

backgrounds 

• Demonstrate understanding of the importance and application of 

intersectionality when working with people from all cultures, genders, 

sexualities, bodies, abilities, spiritualities, ages and backgrounds. 

 

Key Selection Criteria  1. Commitment to improving the health of vulnerable and marginalised 

communities  

2. Experience with financial management, billing systems and quality 

processes  

3. Possession of leadership and teamwork development capabilities 

4. Strength in building client and stakeholder relationships 

5. Detailed contemporary understanding of the MBS  

6. Familiarity with GP client management software programs 

7. Demonstrated client-focused approach in service provision  

8. Excellent interpersonal and communication skills 

9. Experience, or an interest in working within Telehealth systems.  

10. Experience and ability to work collaboratively with others in a 

multidisciplinary setting 

Essential 
Requirements 

 

• Diploma in Practice Management, or significant experience working in a 

general practice setting  

• Satisfactory outcome of a confidential Police Check and Working with 

Children Check. OHV is committed to child safety and is a Child Safe 

organisation. 

• Empathy for those whose lives have been affected by problematic alcohol 

and other drug use/ and or mental health disorders. 

• Possession of a current Victorian Driver’s License. 

• Information technology skills, including proficiency in Microsoft Office 

suite. 

• Eligibility to work in Australia. 
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Our Reconciliation Action Commitment 

Odyssey House Victoria’s commitment to reconciliation with Australia’s first nation peoples, means that we 

prioritise a workplace that welcomes, supports, and employs Aboriginal and Torres Strait Islander peoples, 

and we value their unique contribution to our organisation.  

We will act in ways that promote reconciliation between our Aboriginal clients and our staff, and to 

contribute to the healing that is needed. We will assist with, and prioritise, Aboriginal and Torres Strait 

Islander job applications and treatment referrals. We commit to celebrating local and national dates of 

significance, and we will Acknowledge Country when we meet together. We will respect the histories and 

cultures of Aboriginal and Torres Strait Islander peoples and acknowledge their unique status as the 

traditional custodians of this land and its waters. 

 

Our Diversity Commitment 

At Odyssey House Victoria, we value diversity and believe that employing people with a range of 

backgrounds and abilities brings a variety of ideas, perspectives and experiences that will enhance the 

relevance, safety, and effectiveness our services. 

We will promote a workplace that actively seeks to encourage people with disabilities, LGBTQIA+ people, 

young people, older Australians, and people from diverse cultural, linguistic and faith backgrounds to apply 

for employment with us. We are committed to ensuring that a diverse range of people are welcomed, 

valued, and supported in their roles. 

 

 

 

 

Desirable 
Requirements 

• First Aid Certificate. 

• Current knowledge of OH&S practices. 

• Ability to contribute to formal intra- and inter- service program 

development and evaluation activities. 

 

Our values 

We promote hope for change and expectation to reach one’s full potential. 

We encourage perseverance and innovation to make a real difference in 

people’s lives. We uphold the pillars of Respect, Concern, Honesty, Trust, 

and Love. Our values are promoted among the residents, staff, and clients 

of Odyssey House Victoria.  

This artwork, inspired by Chris Thorne, represents counting the pillars on 

one hand. 


