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JOB DETAILS

Job Title:
Administrative and Secretarial Assistant 
Band:

2
Responsible To:
Medical Secretary – Team Leader
Accountable To:
Administrative Line Manager/Department Line Manager
Job Purpose:

· To provide administrative support function to Medical Secretaries and the wider team.

· To ensure patient/staff safety and confidentiality of information is maintained at all times.
· To undertake general clerical duties, including Reception cover when needed.
Key Working Relationships:

· Administrative Services Manager

· Consultants

· Members of the medical team

· Patients and their relatives

· GPs

· Directorate Management team

· Clerical and other secretarial staff

· Specialist nurses

· Nursing staff and other ward staff

· Other members of the multi-professional clinical team

· Health Records & IM&T Departments

5.
KEY RESULT AREAS/PRINCIPAL DUTIES AND RESPONSIBILITIES

Inpatient & outpatient management

· To ensure all paperwork/electronic notes are actioned.  Escalating any work or decision making as required.

· To ensure all data whether paper based or electronic is stored, retrieved and archived according to Trust standards and maintaining data protection requirements.

· To update IT databases with information as directed

· To organise diaries for any simple meeting requests, contacting attendees as required.

· To carry out filing, photocopying, typing of emails and simple letters as requested by team.
· To printout reports or paperwork necessary for the efficient functioning of the department, including meeting agenda items etc

· To acknowledge and help all patients, visitors, staff attending the department.

· To provide general administrative support to secretaries and the wider team to enable an effective and efficient service to be maintained 

Service delivery and improvement

· To use and ensure office equipment is maintained 
· Making and receiving telephone calls both external and internal
· Researching and reporting information
· Ensuring adequate and appropriate stationery supplies are available

Communication

· Opening and dealing with post, ensuring any urgent and/or important communications are actioned efficiently
· To answer the telephone within 4 rings, dealing with enquiries in a professional efficient manner.  Taking messages and ensuring they are received by the correct recipient.

· Communicating effectively including discussion and written communication

· Providing help and support other people
· Organising and Supporting Meetings
· Working effectively with others
Governance

· To undertake training as required to maintain competency/comply with trust policies
· Work within Trust policies – including those for confidentiality, data protection, health and safety fire protection, and annual appraisal
Resource Management

· To monitor use of supplies and stationery and ensure this is done efficiently and cost effectively in line with the needs of the service

Additional Responsibilities

· In addition the post holder will be expected to carry out any other duties as required
· The post holder may be required to support new starters and other team members as required
Other Responsibilities:

· To take part in regular performance appraisal

· To undertake any training required in order to maintain competency including essential mandatory training, i.e. Fire, 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.
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 presently constituted.  Job Descriptions are reviewed and updated as appropriate to reflect changes in working practices and in order to meet service needs.  Changes are only made after consultation with the post-holder.  The post-holder is expected to fully participate in the process; however, the Trust reserves the right to insist on changes after consultation.

· We are committed to equal opportunities for all sections of the community regardless of age, gender, disability, race, sexuality.  All employees are expected to comply with Trust policies and treat others with respect and dignity.

· As part of our commitment to ensure the safety and welfare of all employees, patients and others who attend the hospital, the post-holder will have a responsibility for promotion and safeguarding the welfare of children, young people and vulnerable adults that he/she is responsible for, or comes into contact with.

· The Trust is committed to providing high quality patient care; maintaining confidentiality and promoting dignity and fairness.  Individuals and teams are expected to act with integrity and probity and accept responsibility for their own work and performance and engender an honest and respectful attitude to others.

· All employees are expected to comply with health and safety; governance; professional codes of conduct and legislation, as laid down within Trust policies; legislation and contained with professional bodies’ codes of conduct.  All staff are expected to familiarise themselves with Trust policies that are pertinent to their employment, these can be found on the Trust’s internal website.

· All staff are expected to complete an annual appraisal and undertake and training (including all mandatory training) or development that is required  in order to maintain and develop skills to meet service requirements.

· The Trust operates a ‘no-smoking’ policy.  Employees are not allowed to smoke anywhere within Trust premises or when on official business.

· 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.

· Managers are required to adhere to the Code of Conduct for Managers in the NHS.

ROYAL DEVON & EXETER NHS FOUNDATION TRUST

PERSON SPECIFICATION
POST:  Administrative Assistant Band 2
	REQUIREMENTS
	Essential/

Desirable

	QUALIFICATIONS/SPECIAL TRAINING:

	

	· Minimum GCSE grade A-C or equivalent in Maths and English
· NVQ III in Administration or Customer Service 
· ECDL or equivalent 


	E

D
E

	
	

	KNOWLEDGE/SKILLS:

	

	· Excellent verbal and written communication skills.

· Use of Hospital Systems (PAS/CDM)
	E
D

	· Interpersonal effectiveness, to demonstrate an understanding of customer care or dealing with the general public.
	E

	· Understanding of the need for confidentiality
	E

	· Ability to deal with telephone enquiries politely and efficiently.


	E



	EXPERIENCE:

	

	· Previous clerical experience 

· Previous NHS experience
	E

D

	
	

	PERSONAL REQUIREMENTS:
· Enthusiastic and Motivated

· Good basic organisational skills

· Ability to work methodically and prioritise workload
· Ability to use own initiative

· Excellent interpersonal skills

· Able to work under pressure

· Ability to meet deadlines

· Ability to work as part of a team

· Understanding own limitations and willingness to ask for assistance

· Adaptable and flexible

· Able to demonstrate effective learning from experiences
	E

E

E

E

E

E

E

E

E

E

E
E

E



	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
	X

	Solvents
	
	Driving
	
	Noise
	

	Respiratory Sensitisers
	
	Food Handling
	
	Working in isolation
	

	Handling Cytotoxic Drugs
	
	
	
	
	











