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What to expect

Ward clerk interviews in Australian hospitals usually focus on your administrative accuracy, how you
handle a busy front desk, and your ability to work with clinical staff under pressure. You may be
interviewed by a nurse unit manager, an administration manager, or both.

» Process: Questions about admissions and discharge procedures, record-keeping workflows, and
how you prioritise competing tasks.

* Behavioural: Past examples of handling difficult enquiries, managing a heavy workload, or working
within a team.

» Scenario: Judgement questions about urgent requests, missing records, or a distressed visitor.

» Technical: Questions about patient management systems such as iPM, Cerner Millennium or
TrakCare, and standard software like Microsoft Office.

» Confidentiality and safety: How you apply privacy principles and hospital policies when handling
patient information.

The interview is often a panel of two, running for around 30 to 45 minutes. It usually starts with
introductions and a run-through of your resume, then moves to a mix of behavioural and scenario
guestions, followed by a practical discussion of systems you have used. You will normally have time to
ask questions at the end.

1. Walk me through how you admit a patient to the ward, from arrival to the
record being complete.

Why they ask

This tests your understanding of the ward clerk's core process and whether you can describe it clearly
and accurately.

How to structure your answer
Walk-through: outline the steps in order, name the system you use, mention the checks you make, and
say who you notify at each stage.

Example answer

“When a patient arrives, | greet them, confirm their identity and check their admission paperwork. |
enter their details into iPM, making sure the Medicare number, next of kin and treating doctor are
correct. | then create the physical or electronic file, print the wristband if the ward uses them, and let
the nurse in charge know the patient has arrived. Once the patient is settled, | update the ward board
and file any consent forms. At discharge, | reverse the process, checking that discharge summary
and medications are completed before marking the bed as available.”

2. Tell me about atime you had to manage several urgent requests at once.
Why they ask

Ward clerks often face competing demands from nurses, doctors, patients and visitors. The interviewer
wants to see how you prioritise and stay calm.

How to structure your answer
STAR: describe the situation, the task, the action you took to sort priorities, and the result.

Example answer
“On a busy morning, | had a doctor waiting for a patient file, a phone call from a family member
wanting an update, and a new admission arriving. | quickly noted the doctor's request, asked the



family member to hold for a moment while | located the file, then handed it to the doctor and returned
to the call. | explained the delay to the family member and transferred them to the nurse in charge for
a clinical update. | then admitted the new patient and caught up on filing. The doctor got the file within
a couple of minutes, and the family member was connected to the right person without waiting long.”

3. A nurse asks you to pull a patient file immediately, but you are on the
phone with a distressed family member. What do you do?

Why they ask

This scenario tests your judgement under pressure and your ability to balance clinical urgency with
patient and family communication.

How to structure your answer
Judgement under pressure: acknowledge both needs, decide what is clinically urgent, communicate
your plan, act, and follow up.

Example answer

“I would first signal to the nurse that | have heard them, perhaps by nodding or asking them to give
me a moment. If the nurse says it is urgent, | would politely ask the family member to hold for a short
moment, explaining that | need to assist a clinical request. | would then locate the file quickly and
hand it to the nurse. | would return to the call, apologise for the brief wait, and continue helping the
family member. If the call was highly distressed, | would let the nurse know afterwards so they can
follow up with the family if needed.”

4. Which patient management systems have you used, and how do you keep
your skills current?

Why they ask

Hospitals use different systems such as iPM, Cerner Millennium or TrakCare. The interviewer wants to
know you can learn theirs quickly.

How to structure your answer
Direct experience: name the systems, describe what you did in them, and explain how you learn new
software.

Example answer

“I have used iPM for admissions, discharges and patient enquiries, and Cerner Millennium for
updating patient records and checking appointments. | also use Kronos for rostering and Microsoft
Office for ward documents. When | joined my current ward, | had not used iPM before, so | completed
the hospital's online training modules and spent my first week shadowing an experienced clerk. | also
keep a notebook of common tasks and ask questions early. | am comfortable learning new systems
and can usually pick up the basics within a few shifts.”

5. How do you handle a situation where a visitor asks for information about a
patient's condition?

Why they ask

Confidentiality is central to the role. The interviewer wants to see you apply privacy principles without
being rude.

How to structure your answer
Policy first: state the rule, show empathy, offer an alternative, and escalate if needed.

Example answer

“I would explain that | am not able to share patient information due to privacy and hospital policy. |
would say it kindly, acknowledging that they are worried. | would offer to contact the nurse in charge
or the patient's family liaison if appropriate, or suggest they speak with the patient's nominated
contact. If the visitor became upset, | would stay calm and call a nurse or security if needed. | would



never confirm whether a patient is on the ward without checking the hospital's privacy guidelines and
the patient's consent status.”

6. Describe how you work with nursing staff when ward paperwork is behind.
Why they ask
This tests teamwork and how you handle a backlog without letting it affect patient care.

How to structure your answer
Collaboration: describe the situation, how you communicate with nurses, how you prioritise, and the
outcome.

Example answer

“I start by telling the nurse in charge that paperwork is behind and asking which tasks are most urgent
for patient care. | then sort the backlog into what must be done immediately, such as discharge
summaries, and what can wait until after the morning round. | work through the urgent items first,
keeping the nurses updated on progress. If | need help, | ask another clerk or the administration
manager. In my last role, this approach meant nurses always had the records they needed for rounds,
and | cleared the remaining filing by the end of the shift.”



