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Position: Support Services Inventory Control Officer  

Directorate Finance and Corporate Services 

Division: Support Services 

Business Unit: Food Services 

Enterprise 
Agreement 

Health and Allied Services, Managers and 
Administrative Workers (Victorian Public Sector) 
(Single Interest Employers) Enterprise Agreement 

Reports to: Support Services Coordinator  

 
MILDURA BASE PUBLIC HOSPITAL 

Mildura Base Public Hospital (MBPH) was established as a new entity in September 2020. From day one, 
MBPH has aspired to provide exceptional patient care and be a leading healthcare provider in the north west 
of Victoria, known for its high level of professionalism, quality care and community engagement and positive 
and aligned workplace culture.  

MBPH employs over 900 staff and has 172 beds and provides a range of acute services in emergency, 
maternity, intensive care, rehabilitation, community services, psychiatric in and out patient care, palliative 
care, renal dialysis and chemotherapy service to the people of North West Victoria. The hospital also 
provides medical imaging and pathology services.  

VISION  

Mildura Base Public Hospital – providing exceptional care. 

PURPOSE 

To improve health outcomes for our tri-state communities by creating partnerships, leading culture and 
building our team to deliver sustainable services.  

VALUES  

All employees of the Mildura Base Public Hospital are required to uphold the HEART values of our 
organisation. For information on our HEART values and the expectations to uphold the values, please refer 
to page 5 of this document.  

STRATEGIC OBJECTIVES 

POSITION DESCRIPTION 
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POSITION SUMMARY 

The Support Services Inventory Control Officer is responsible for the effective management of inventory, 
ordering, and stock control across the Support Services portfolio. The role works collaboratively with key 
stakeholders to ensure all required supplies are available when needed, meet organisational quality and 
ethical sourcing standards, and support operational service delivery. 

The officer oversees the monitoring of stock levels, procurement processes, supplier coordination, and the 
maintenance of accurate inventory records. They ensure that all activities related to purchasing and stock 
management are conducted within established budgetary parameters. This position is essential in 
maintaining efficient and reliable operations by ensuring the timely availability and effective control of all 
supplies across Support Services. 

KEY RESPONSIBILITIES AND DUTIES 

• Conduct daily ordering of required supplies across Support Services, ensuring all purchasing is 
completed within approved financial budgets. 

• Receive, handle, and store all goods in accordance with legislative, safety, and organisational 
requirements. 

• Utilise HSV contracts and approved procurement channels where applicable. 

• Maintain effective stock control processes and ensure delivery schedules are met so supplies are 
available when required, while seeking efficiencies in storage, handling, and workflow to maintain 
clear, safe, and well-organised storage environments. 

• Monitor and maintain stock levels across all relevant service areas, ensuring timely replenishment 
and accurate distribution. 

• Develop, document, and refine internal processes and strategies to support the efficient distribution 
of goods across all customer groups and departments. 

• Seek value-for-money outcomes in all procurement activities, identifying financial improvements and 
benefits without compromising quality or compliance. 

• Oversee supplier performance and relationships, including contract compliance, pricing accuracy, 
service delivery, product quality, and consistency. 

• Implement processes that improve efficiency, reduce excess stock, and minimise waste. 

• Maintain accurate data records for the distribution and use of supplies to support monthly 
reconciliation and reporting requirements. 

• Utilise and maintain technology systems, including Chefmax, Bopple, Kesto, and inventory 
management software, to enhance ordering, data management, and distribution functions. 

• Identify, monitor, and report on stock holdings, usage patterns, and expenditure profiles as required. 

• Proactively source alternatives or replacement items when necessary, consulting with relevant 
stakeholders to ensure continuity and suitability. 

• Ensure stock items are accurately recorded, tracked, and maintained within Chefmax and other 
designated inventory systems. 
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GENERAL RESPONSIBILITIES  

Employees are required to comply with the Victorian Government’s Code of Conduct. All staff must 
ensure they comply with policies, procedures and standard ways of work practices when carrying out their 
work. 

Employees are responsible to take reasonable care of their own health and safety and the safety of others, 
to cooperate with the group’s OH&S policies and to participate in appropriate safety education and 
evaluation activities. All staff are expected to participate in reporting any health, safety and wellbeing issues. 
All staff must adhere to the policies and procedures as set out in the hospital’s infection control manuals.  

All information concerning Mildura Base Public Hospital, its patients, clients, residents and staff should 
remain strictly confidential. Any unauthorised disclosure of such information may result in disciplinary 
action. As a Mildura Base Public Hospital employee you have a responsibility to participate in and commit to 
ongoing quality improvement activities using the framework of the NSQHSS (National Safety and Quality 
Health Service Standards). 

Any breach in compliance to any of the above general responsibilities may result in disciplinary action. 

KEY SELECTION CRITERIA 

• Demonstrated experience in stock operations within a fast-paced service environment, ideally 
involving inventory control, distribution, or procurement functions. 

• Working knowledge of ordering, storage, and inventory management systems, with the ability to 
adapt to platforms such as Chefmax, Bopple, Kesto, and other digital tools. 

• Evidence of a solution-focused approach with strong communication, stakeholder engagement, and 
negotiation skills that achieve positive and practical outcomes. 

• Highly organised, self-motivated, and results driven, with the ability to manage competing priorities 
and maintain accuracy in a dynamic work environment. 

• Current Food Safety Handler certification (or willingness to obtain), with an understanding of safe 
handling, storage, and legislative compliance requirements. 

MANDATORY REQUIREMENTS  

Registration with Professional Association: 

For example, AHPRA, AHRI, etc. The work to be performed is set out in this position description and, where 
relevant, any professional standards and codes of conduct and ethics issued by the relevant professional 
association. 
 

National Police Record Check  

A current and satisfactory National Police Record Check must be presented to the Division of People and 
Culture by all new staff prior to commencement at Mildura Base Public Hospital. 

Working with Children Check: 

Mildura Base Public Hospital has a responsibility to provide a child safe environment. This position is a 

defined “child-related role” at Mildura Base Public Hospital. As such you must maintain a valid working with 

children check. In addition, you will be required to assist Mildura Base Public Hospital in providing a child 

safe environment by participating in any training or reporting required to ensure the protection of children in 

our care. 

Immunisation Requirements 
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As part of your employment conditions, you will be asked to provide documented evidence of healthcare 
worker immunisation or immunity to communicable vaccine-preventable diseases prior to commencing 
employment with MBPH.  If you do not provide satisfactory evidence that you have the required 
immunisation and you have commenced employment, consideration will be given to your ongoing 
employment and termination may result. 

Drivers Licence 

A current Victorian driver’s licence is required for this position 

All Mildura Base Public Hospital sites, workplaces and vehicles are smoke free. 

This position description is intended to describe the general nature and level of work that is to be performed 
by the person appointed to the role. It is not intended to be an exhaustive list of all responsibilities, duties 
and skills required. Any elements of this document may be changed at Mildura Base Public Hospital’s 
discretion and activities may be added, removed or amended at any time. 

 

ACKNOWLEDGEMENT BY EMPLOYEE 

I acknowledge having received and read the content of this position description (including but not limited to 
aspects of the role contained within) and understand the requirements of the position.  

 

Employee Name: ___________________________________________________________________ 

 

Employee Signature:  ________________________________________________________________ 

 

Date:  ______________________________ 
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