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 JOB DESCRIPTION

JOB DETAILS


Job Title:
Administrator
Band:



3
Responsible To:

Deputy Workforce Systems Manager
Accountable To:

Head of HR Systems, Data & Insight
Department/Directorate:
Human Resources
Job Purpose:

· To produce and maintain hospital rotas to ensure safe staffing.
· To ensure correct recording of sickness absence and liaison with team leaders to ensure adherence to Attendance Management Policy.

· Calculate and monitor annual leave within the service.

· Record and capture actual shifts on HealthRoster to ensure effective payroll process.

Key Working Relationships:



Senior Matrons


Consultants

Administration Manager

Medical Secretaries


Department staff


HealthRoster Team


Clinical Matrons


Payroll


Nurse Bank



ESR Team

Clinical Nursing Managers
Dimensions:

Organisational Chart

Senior Workforce Solutions Product Service Owner


eRoster Systems Lead Agenda For Change






    






        Postholder   
      ______      Denotes accountability to

      - - - - - -     Denotes a reporting relationship

Principal Duties and Responsibilities:

· In line with rostering policy produce a rolling roster for Departments, for all bands of staff working within that area.
· To ensure that all actuals are recorded weekly, including the addition of bank staff.

· Finalise band 2’s and band 3’s prior to payroll deadline.

· Ensure all flexible working agreements are agreed in line with the Flexible Working Policy and approved appropriately.

· Review all rotas with nominated band 7 prior to signing off to ensure safe staffing.

· Manage time balances in line with rostering policy.

Annual Leave:
· Calculate and monitor annual leave entitlements for all department hospital staff ensuring entitlements are not exceeded.

· Liaise with matrons to ensure all staff are compliant with annual leave allocation.

· Authorise annual requests on HealthRoster system.

Sickness:
· Regular liaison with department matrons to monitor sickness absences and staffing levels.

· Accurate recording of all sickness absence on HealthRoster and ESR.

· Input Return to Work interview dates on HealthRoster and ESR.

· Liaison with department matrons to ensure prompt management of attendance within areas

· Escalation to clinical matrons if formal monitoring or HR advice required.

· Liaison with Staff Bank and utilisation of department text system to cover absences at short notice.

· Ensure all medical certificates are recorded, copied and filed appropriately.

· Monitor use of Staff Bank and Clinical Matrons of usage of bank.

Other:
· To act as a point of contact for staff in relation to payroll and contract queries and liaise with HR and senior matrons on their behalf.

· Plan, organise and prioritise own workload on a daily basis. 
· To collate relevant department data to share with partnership agencies
· Provide training to colleagues on relevant computer systems.

· To take part in regular performance appraisal
· To undertake any training required in order to maintain competency including mandatory training, i.e. Fire, Manual Handling
· 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
· This post has been identified as involving access to vulnerable adults and/or children and in line with Trust policy successful applicants will be required to undertake a Disclosure & Barring Service Disclosure Check
· 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.
THE TRUST - PURPOSE AND VALUES

We are committed to serving our community by being a high quality specialist Hospital with consultant-led services.  We aim to co-ordinate our services with primary and community care, and to develop a limited number as Sub-Regional Referral Centres with appropriate levels of research, development and educational involvement.  Where appropriate, and consistent with our services, we may provide services aimed at preventing disease and debilitation.

We aim to make all our services exemplary in both clinical and operational aspects.  We will show leadership in identifying healthcare needs to which we can respond and in determining the most cost-effective way of doing so. We will share our knowledge with neighbouring healthcare agencies and professionals.

We recruit competent staff whom 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. 

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, the Trust reserves 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.

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.
PERSON SPECIFICATION

POST:

e-Rostering Staffing Co-ordinator
	REQUIREMENTS
	At Recruitment
	At PDR

	QUALIFICATIONS/SPECIAL TRAINING:

Minimum GCSE Grade A-C in English and Maths or equivalent.

NVQ level 3 in administration or equivalent experience.
HealthRoster experience
Training and/or qualifications or equivalent experience in the advanced use of Microsoft Excel (skills to be assessed at interview)
RSA III or equivalent 
	E

E
D
D
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	KNOWLEDGE/SKILLS:

Proven organisational skills and ability to work on own initiative.

Able to work in a demanding environment

Able to work without direct supervision

Able to demonstrate effective communication skills, both written and verbal/non-verbal.

Able to work as part of a team

Able To work with conflicting demands, and maintain the quality of service to patients.

Able to problem solve in an objective manner.

Ability to analyse complex situations and make appropriate decision.

Comprehensive computer skills, including database, word processing and e-mails.
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	EXPERIENCE:
Experience of working to a very tight deadline

Experience of working within a team

Experience of working without supervision

Experience of handling difficult or challenging situations

Experience of hospital/ward work. 
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	PERSONAL REQUIREMENTS:
A positive approach to dealing with all levels of staff

A polite, courteous and professional manner

An appropriately assertive manner

A confident approach to difficult situations

Sensitivity to the needs/concerns of others.
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	OTHER REQUIREMENTS:

Occupational Health clearance in line with Trust Policy.
Meet the requirements of the Rehabilitation of Offenders Act.

Compliance with Trust Dress Code.
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* Essential/Desirable

	Hazards within the role, used by Occupational Health for risk assessment

	Laboratory Specimens

Proteinacious Dusts
	
	Clinical contact with patients
	
	Performing Exposure

Prone Invasive Procedures
	

	Blood/Body Fluids
	
	Dusty Environment
	
	VDU Use
	X

	Radiation
	
	Challenging Behaviour
	X
	Manual Handling
	

	Solvents
	
	Driving
	
	Noise
	

	Respiratory Sensitisers
	
	Food Handling
	
	Working in Isolation
	X
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