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JOB DESCRIPTION

1.
JOB DETAILS

Job Title:

Community Health and Social Care Administrator
 

Band:




3

 
 

Reports to:



Admin Line Manager




Department / Directorate:
 
Admin & Clerical / Community Services

2.
JOB PURPOSE
· The post holder will fulfil all tasks associated with the smooth running of the administration of the Community Therapy and other departments as necessary. As well as dealing with administration of health records, diary management, typing letters and reports, note taking, operating a bring forward system and preparation of agenda’s and associated papers, the post holder may be required to conduct financial and personnel tasks i.e. processing of invoices, petty cash/banking administration including spread-sheet data inputting and analysis. The role also requires inputting and reconciling data into the trust electronic patient records databases and to process new referrals to the Community Rehab Team.
· Ensure all information is secure and confidentiality of information is maintained at all times

· Provide excellent customer care which may include communication with distressed and anxious patients and relatives, treating them with tact and empathy.

3.
DIMENSIONS/ KEY WORKING RELATIONS
The Administrator will be based in the Community Health and Social Care Team and will provide administrative support to the Therapy Team. The post holder will be expected to support the wider teams such as Urgent Care Community, Nursing, Business Support Team & other Social Care teams as operationally needed.
The post holder will fulfil all administration tasks and work as part of a team and may be delegated responsibility for supervision of staff in lower bands and be involved in recruitment and selection of admin staff. To meet the needs of the service, the post holder may be required to work in other administrative areas as appropriate as directed by the line manager.
The post holder will be part of a Trust Administration team. This post may involve some evening/weekend working as required.
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5. KEY RESULT AREAS/PRINCIPAL DUTIES AND RESPONSIBILITIES:
To support Community Therapy, Nursing, UCR, Business Support Teams & Health and Social Care Professionals within the RD&E and external organisations, RD&E IT and administration teams.
The post holder is required to deal effectively with staff of all levels throughout the Trust, the wider Healthcare community, external organisations and the public. This will include verbal, written and electronic media.

Other Responsibilities:
To take part in regular performance appraisal

To undertake any training required in order to maintain competency including mandatory training, e.g. Manual Handling

To contribute to and work within a safe working environment 
The post holder is expected to comply with Trust Infection Control Policies and conduct him/herself at all times in such a manner as to minimise the risk of healthcare associated infection
As an employee of the Trust, it is a contractual duty that you abide by any relevant code of professional conduct and/or practice applicable to you.  A breach of this requirement may result in action being taken against you (in accordance with the Trust’s disciplinary policy) up to and including dismissal.

The post holder is expected to comply with Trust Infection Control Policies and conduct him/her at all times in such a manner as to minimise the risk of healthcare associated infection.

THE TRUST – Vision and Values
Our vision is to provide safe, high quality seamless services delivered with courtesy and respect. To achieve our vision we expect all our staff to uphold our Trust values. Our Trust values are:
Honesty, Openness & Integrity

Fairness,

Inclusion & Collaboration

Respect & Dignity

We recruit competent staff that we support in maintaining and extending their skills in accordance with the needs of the people we serve.  We will pay staff fairly and recognise the whole staff’s commitment to meeting the needs of our patients.

We are committed to equal opportunity for all and encourage flexible working arrangements including job sharing. 
We are committed to recruiting and supporting a diverse workforce and welcome applications from all sections of the community, regardless of age, disability, gender, race, religion, sexual orientation, maternity/pregnancy, marriage/civil partnership or transgender status.  We expect all staff to behave in a way which recognises and respects this diversity, in line with the appropriate standards.

GENERAL

This is a description of the job as it is now.  We periodically examine employees' job descriptions and update them to ensure that they reflect the job as it is then being performed, or to incorporate any changes being proposed.  This procedure is conducted by the Manager in consultation with the jobholder.  You will, therefore, be expected to participate fully in such discussions.   We aim to reach agreement on reasonable changes, but if agreement is not possible, we reserve the right to insist on changes to your job description after consultation with you.

The RD&E is a totally smoke-free Trust.  Smoking is not permitted anywhere on Trust property, including all buildings, grounds and car parks.  For help to quit call: 01392 207462.
PERSON SPECIFICATION
POST: Administrator Community Health and Social Care
BAND: 3

	REQUIREMENTS
	At 

Recruitment
	At 
PDR

	QUALIFICATIONS / TRAINING
Good Standard of Education including minimum GCSE A-C

in Maths and English

NVQ 3 Business Administration or equivalent experience

Comprehensive PC skills including databases, word-processing, 

e-mail, Microsoft Excel and MS Office
Relevant keyboard qualification i.e. RSA III
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E

E

E
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	KNOWLEDGE / SKILLS

Effective interpersonal and team working skills 
Excellent organisational skills 
Good written and verbal communication skills

Advanced IT/Keyboard skills
Ability to manage own workload and to supervise the workload of others
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	EXPERIENCE
Proven clerical/administrative experience within customer care environment

Experience of supervising lower banded staff 

Previous NHS / Social Care experience

Cash management
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D

D

D
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E
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	PERSONAL ATTRIBUTES

Reliability and Flexibility, able to contribute to changing demands of the service.

Willing to undertake training relevant to the post.

Ability to work within a team and delegate tasks to and supervise lower bands.

Ability to demonstrate a diplomatic caring attitude whilst maintaining confidentiality.
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	OTHER REQUIREMENTS:

The post holder must demonstrate a positive commitment to uphold diversity and equality policies approved by the Trust.

Ability to travel to other locations as required

	E

E
	E

E


	HAZARDS:- Updated 31st May 2013

	Laboratory Specimens 
	
	Clinical contact with Patients
	
	Dealing with violence & aggression of patients/relatives
	

	Blood / Body Fluids
	
	Dusty Environment
	
	VDU Use daily
	x

	Radiation / Lasers
	
	Challenging Behaviour
	
	Manual Handling
	x

	Solvents
	
	Driving
	
	Noise / Vibration
	

	Respiratory Sensitisers
	
	Food Handling
	
	Working in isolation
	

	Cytotoxic Drugs
	
	Electrical work
	
	Night Working
	


Deputy Community Services Manager





Social Care Managers





Therapy Managers, Urgent Community Managers, Nurse Team Managers





Community Business Manager








Admin Line Manager





Post Holder


Community Health and Social Care Administrator
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