
 

 

 

 

Administration Assistant  

The Yarram and District Health Service (YDHS) is located, 220 kilometres south east of Melbourne on the 
South Gippsland Highway in rural Victoria. Yarram is 73 kilometres south west of Sale and 62 kilometres south 

east of Traralgon.  

 

We provide our community with Acute Inpatient services, Dialysis, Urgent Care, Residential Care, Respite Care, 

Primary Health, Community Services and an Integrated Health Care Centre. We are strategically working towards 

partnering for a better healthcare experience, delivering seamless care through a ‘One Service’ strategy, growing 

and supporting skilled and valued Caregivers. 

YDHS celebrates diversity and demonstrates a commitment to the I.C.A.R.E. 

values: Integrity, Collaboration, Acceptance, Respect and Enthusiasm. YDHS is committed to the safety of all, 
including children. 

 
We are looking for a dedicated and professional Administration Assistant to join us on a full time ongoing 

basis. The position can be either full time or part time and is responsible for providing administrative support 

to various areas of YDHS.  
 

To be successful in this role, you need to: 

 Hold qualifications and/or experience that will assist you to perform this administrative position or be 
willing to undertake on the job training.  

 Excellent and professional interpersonal and communication skills to communicate with a wide array 

of internal and external customers, ensuring excellent attention to detail.  

 Organisational and time management skills to assist you in your busy day. 

 Be positive and team focused while also being able to be self-directed and autonomous. 

 Understand and respect confidentiality. 

 Have excellent attention to detail. 

 Be highly organised and flexible in coordinating a busy work schedule and meeting competing 

priorities. 

 Have the ability to create and nurture strong relationships through collaborating with all levels within 
our organisation. 

 Excellent computer skills, including Microsoft Office software. 

 
If you are interested in our position, we want to hear from you. If you would like to discuss this opportunity 

before applying, please contact Sarah Kidd, HR Officer on 03 5182 0276. 
 

Position descriptions and Application for Employment are available via our website www.ydhs.com.au. 

 
Before commencement, the successful applicant will: provide an original police record check no older than 12 

months, a Working with Children Check and complete a pre-existing injury declaration form. 
 

Applications should be submitted by 11:59 pm on Sunday 6th February 2022, and should include a cover letter 

addressing the key selection criteria and current resume. YDHS may appoint to this position before the 
nominated closing date. 

 

http://www.ydhs.com.au/

