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Job Description
	Job Title:


	Administration Assistant

	Grade:
	Band 2


	Hours:


	Nil - Flexible

	Department:


	TWS Register

	Location:


	Pan Site

	Accountable to:


	TWS Manager

	Reports to:


	Office Manager / Senior Administrator

	Responsible for:


	

	Dimensions
	N/A


	Job purpose
	To assist in the provision of a comprehensive and efficient clerical/ secretarial and administration service to the department.


	Communications and Working Relationships 



	With Whom:
	Frequency


	Purpose

	Office Manager
	Daily
	Workload

Advice

	Administrator
	Daily/Weekly as required
	Workload

Advice

Appraisals

Diary Management

A&C staffing issues

	Clients
	Daily
	Reception

Making/cancelling appointments

Giving advice

Answering queries

Taking messages

	Trust Managers & managers of external contracts
	Daily/weekly as required
	To make appointments, Give Advice on routine matters

Take messages


	Key Duties and Responsibilities
1. Answering telephone and dealing with enquiries as appropriate

2. To provide secretarial and administrative support for services to external organisations.

3. Inputting data on the Database programme.

4. Maintain a daily record sheet, diary and appointment system.

5. Open post and maintain a follow-up system for correspondence.

6. To deal with messages and queries in the absence of nursing and medical staff.

7. To arrange meetings and take minutes when required.

8. To maintain patient records in accordance with the data protection act

9. Cover for sickness and holidays of other A & C staff

10. Assisting in the filing and pulling of patient notes

11. Assisting with clinic process

12. Provision of patient notes to department requests

13. Assisting with any other A&C tasks as required

14. To provide emergency First Aid, if qualified, in the absence of nursing and medical staff. 

15. May be required to provide A&C cover on other sites.


	Statement

1. This job description will be agreed between the jobholder and the manager to whom he/she is accountable.  It may be reviewed in light of experience, changes and developments.

2. The information being handled by employees of East Sussex Healthcare NHS Trust is strictly confidential.  Failure to respect the confidential nature of this information will be regarded as a serious breach of regulations, which will result in action under the Disciplinary Procedure, including possible dismissal. This includes holding discussions with colleagues concerning patients in situations where the conversation may be overheard.   It is the employee’s personal responsibility to comply with the Data Protection Act.  
3. It is the employee’s responsibility to ensure all records (computerised or manual) are accurate and up to date, and that errors are corrected or notified as appropriate.

4. It is the manager’s role to monitor and assure the quality of any data collected or recorded by or in his/her area of responsibility.

5. Employees must take reasonable care, and be aware of the responsibilities placed on them under the Health & Safety at Work etc. Act (1974) and to ensure that agreed safety procedures are carried out to maintain a safe environment for employees, patients and visitors.

6. All members of staff must be aware of their responsibilities under the Freedom of Information Act 2000.

7. In addition to any specific responsibility for risk management outlined in the main body of this job description, all employees must ensure they are aware of the key responsibilities applicable in relation to risk management as identified in the Trust’s Risk Management Strategy.

8. All staff will note the Trust’s responsibilities under the Civil Contingencies Act 2004, and NHS Major Incident Plans Guidance (DoH 1998 and 2004)

9. All employees are responsible for ensuring they attend the relevant mandatory training as identified in the Trust’s Education Strategy and as agreed with their manager/supervisor.

10. It is the employee’s responsibility to ensure they follow the latest version of all policies and procedures which apply to them.

11. For posts which involve contact with patients, it is required that the postholder receives satisfactory clearance from the Disclosure and Barring Service.



	Managers Signature


	Date


	


Person Specification                                                          
	Job Title:  Administration Assistant

	Grade: Band 2

	Department: Staff Bank Register

	


*Assessed by: 
A= Application
  I= Interview
  R= References  T= Testing

	Minimum Criteria


	*
	Desirable Criteria
	*

	Qualifications / Training

· Educated to GCSE or equivalent level


	
	· First Aid Certificate

· Basic life support

· E.C.D.L.

	A

	Experience

· Microsoft packages

· E-Mail

· Audio/copy typing

· Diary management


	I / T
	· NHS experience

· Occupational Health experience

· Database

· Medical Terminology


	A / I

	Skills / Knowledge / Abilities

· Able to work under pressure and to deadlines

· Organisational Skills

· Good Communication Skills

· Able to work without supervision

· Sensitivity


	I / R
	· Minute taking
	A / I

	Other

· Able to demonstrate ability to travel between sites when required.


	A / I
	
	


	--------------------------------------------------------
	-------------------------------

	Managers Signature
	Date











