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POSITION DESCRIPTION 
Performance and Reporting Coordinator 
 

Position Number 31248 

Classification NC4  

Employment type Fixed Term 

Hours per week 38 

Location Bendigo, Albury, Shepparton or Mildura 

 

Primary purpose of this position 

The Performance and Reporting coordinator’s primary purpose is to work alongside with the 
organisation to build upon, track and report on financial and performance data requirements. They 
will identify and recognise the importance of streamlining and improving internal and external 
reporting. The role calls for a strong attention to detail and the ability to build and manage effective 
working relationships across the organisation. Understanding of key performance indicators 
organisation wide and specifically in the health industry that meets the needs of Murray PHN is 
vital. 
 
The role will fall under the Murray PHN Corporate team and report to the Performance and 
Reporting Lead.  
 
In line with Murray PHN Corporate vision of delivering excellence in all we do, the following are key 
responsibilities of the position.  

 
Key responsibilities 
 
Performance Reporting 

• Coaching and assisting the teams in the collation and analysis of monthly and quarterly 
performance reporting received from service providers 

• Work with the organisation to collate and report on the key performance indicators required by 
external funders 

• Assist in collecting baseline information that will inform key performance indicators targets 

• Develops and maintains performance monitoring models and coordinates production reports in 
alignment with the Murray PHN performance and reporting framework 

• Support the Performance and Reporting lead in the review of contracts to ensure performance 
and outcome measures align with Murray PHN Performance & Reporting Framework  

• Support and perform counterparty risk due diligence and assessments in line with Murray PHN 
counterparty risk policy and implementation plan  

• Other duties as required by Performance & Reporting Lead.  
 
Other responsibilities 

• Productively provide coaching to develop understanding and importantance of key performance 
indicators across the organisation 

• Actively participate in Murray PHN committees and working groups. 
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• Work in accordance to and support Murray PHN strategic objectives as directed. 

• Assist, where required, the Performance and Reporting Lead with Department of Health 
reporting.  

• Work in a safe manner, adhering to all work health and safety (WH&S) requirements and report 
all hazards and incidents through the organisation’s WH&S processes. 

• Comply with organisational policies and procedures including the Code of Conduct and 
instrument of delegation. 

• Actively manage risks by complying with organisational policies and procedures and escalating 
risks for higher-level attention when required 

• Role Model the Values and Behaviours of the Organisation 
 

Note: Some travel may be required as part of this role. 

Note: this position will require a current driver’s licence which must be provided prior to commencing employment. 

 
Reporting relationships 

This position reports to the Performance and Reporting Lead.  

 
Key requirements 

Murray PHN uses the Victorian Public Service Employment Capability Framework to assess roles 
and apply its classification structure. For more information on the framework and the “Levels” shown 
here, visit murrayphn.org.au/about/join-the-team and select click here to access the framework. 
 

Specialist expertise  

• A bachelor's degree in business, management or other relevant field combined with at least 2 
years' experience in a similar role. 

• Advanced computer skills, experience with data systems and reporting tools and Microsoft Excel. 
 

Knowledge and skills (Most at Level C) 

• Interpersonal skills – Proven communication skills by seeing things from another’s point of view 
and confirming understanding. Expresses own views in a constructive and diplomatic way. 
Reflects on how own emotions impact on others. 

• Resource Management –Negotiates for resources. Has experience with time management and 
multitasking. Plans and manages risks. Ensures the use of honest, transparent and appropriate 
processes.  

• Problem solving skills – Seek relevant information for problem solving and liaise with 
stakeholders. Analyses issues from different perspectives and draws inferences from information 
available. Identifies and proposes workable solutions to problems. Assists in implementing 
solutions, evaluating effectiveness and adjusting actions as required.   

• Service Excellence – Identify and respond to underlying needs. Uses understanding of the 
stakeholder’s organisational context to tailor services and ensure a high-quality response.  
Constructively deal with issues which arise in a timely manner.  

 
Personal qualities 

• Detail focus – Observes fine details. Identifies gaps in information. Looks for logical sequences 
and trends of information. Highlights practical considerations of plans.   

• Conceptual and analytical ability – Deals with concepts and complexity comfortably. Uses 
analytical and conceptual skills to reason through problems.  

  

http://www.murrayphn.org.au/about/join-the-team
http://www.murrayphn.org.au/wp-content/uploads/2015/07/vps-capability-framework.pdf
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Background on Murray PHN 
 

 

Murray PHN spans the northern region of Victoria. While the majority of the catchment area is 
located within the state of Victoria, it also includes the twin city of Albury/Wodonga. The estimated 
resident population is 644,000 people.  It is estimated that the Murray PHN area includes: 

• 715 general practitioners 

• 44 acute facilities 

• 200+ pharmacies 

• 150+ residential aged care facilities 

• 9 primary care partnerships, and; 

• 20 local government authorities 

 

There are 31 PHNs (Primary Health Networks) across Australia. PHNs will work with the acute 
health care sector and other health service providers and communities to: 

• To increase the efficiency and effectiveness of health services for patients, particularly those at 
risk of poor health outcomes, and 

• To improve the coordination of care to ensure patients receive the right care in the right place at 
the right time. 

PHNs are not-for-profit organisations funded predominantly by the Australian Government. 

 

Further enquiries 
To find out more about this position, please direct your enquiries to Grace Wong, Performance and 
Reporting Lead: 03 4408 3660 or email: gwong@murrayphn.org.au 

mailto:gwong@murrayphn.org.au

