

POSITION DESCRIPTION 

	Position Title
	Medical Equipment Officer (0.5 FTE)

	Functional Area
	Operations and Partnerships

	Date
	September 2026

	Reports To
	Manager Global Health Program (supported by day-to-day supervision of the Medical Equipment Coordinator)

	Direct Reports
	None

	Primary Objective
	The Medical Equipment Officer is responsible for assisting with the sourcing and coordination of medical equipment, logistics, suppliers, and asset management for Global Health programmes, ensuring equipment is appropriate, safe, compliant, cost‑effective, and available to support sustainable, high‑quality health outcomes in partner countries.
In addition, the role is responsible for maintaining process workflows, documentation management and identifying and implementing continuous improvement processes for the procurement, storage and transportation of medical equipment. This position is formally designated as one of the organisation’s Drugs and Poisons Officer for Global Health programmes and is responsible for coordinating compliance with applicable medicines and poisons legislation. This designated function operates within approved clinical governance frameworks and does not constitute a broader clinical practice role.

	Key Internal Relationships
	Global Health team
Finance and risk

	Key External Relationships
	Medical equipment suppliers and donors
Specialty Coordinators
Clinical Volunteers
Logistics providers
In‑country hospital partners

	Primary Responsibilities
	Equipment and Logistics Coordination
· Coordinate medical equipment requirements in line with approved Global Health programme plans, delivery models, and budgets.
· Track freighted deployment medical supplies, ensuring timely arrival at destination and return to RACS
· Source equipment through purchase, donation, or partnership arrangements, ensuring value for money and compliance with organisational policies.
· Coordinate refurbishment, testing, certification, and readiness of equipment prior to deployment.
· Manage end‑to‑end logistics, including packing verification, shipping, customs documentation, and delivery to in‑country partners.
· Liaise with volunteer clinicians regarding deployment packing lists (equipment, consumables, medications)

Asset and Supplier Stewardship
· Assist in the maintenance of the Global Health medical equipment asset register, including location, condition, maintenance, and lifecycle status.
· Coordinate equipment storage, upkeep, and readiness of equipment rooms or facilities.
Drugs and Poisons Coordination
· Coordinate the management of medicines and poisons required for Global Health activities in accordance with relevant legislation and organisational policies.
· Ensure appropriate documentation, storage, transport, and record‑keeping for medicines and poisons.
· Work within established clinical governance arrangements, escalating clinical and regulatory matters as required.
· Contribute to audits and compliance reporting related to medicines handling 
Quality, Risk, and Continuous Improvement
· Maintain accurate and auditable documentation for equipment, logistics, and medicines coordination.
· Maintain standard operating procedures, checklists, and templates for equipment and logistics processes.
· Identify and escalate risks related to equipment availability, compliance, or deployment.
Stakeholder Support
· Provide clear operational guidance to staff, volunteers, and partners on equipment, logistics, and documentation requirements.
· Support deployment readiness checks and briefings as required, noting that clinical readiness and patient care remain the responsibility of clinical leads.

	Essential Skills, Qualifications and Personal Attributes
	· Registered Nurse with current professional registration and eligibility to meet Drugs and Poisons Officer requirements.
· Demonstrated experience in the procurement and coordination of medical equipment, logistics, or operational support in a healthcare or global health context.
· Strong understanding of compliance, documentation, and risk management in regulated environments.
· Strong process, workflow and information management experience
· Highly developed organisational skills with the ability to manage multiple priorities and deadlines.
· Ability to work effectively with clinical and non‑clinical stakeholders, maintaining clear role boundaries.
· Well developed written and verbal communication skills.

	RACS Competencies
	· strives to achieve strategic objectives
· seeks to find better ways of working and increase stakeholder value
· works collaboratively and demonstrates sound reasoning
· effectively prioritises work and meets deadlines
· team player, models RACS values
· works with colleagues across RACS in the achievement of objectives
· strives to grow professionally and is open to feedback
· flexible and adaptive
RACS is a child safe organisation. RACS recruitment and selection procedures reflect our commitment to the safety and protection of children in all our activities. As part of the selection process candidates are required to undergo a Police check, an anti-money laundering & counter-terrorism check and signing of our Child Safeguarding Policy & Code of Conduct and RACS Workforce Conduct Policy.
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