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	JOB DETAILS 	 
 	 	 
Job Title: 	Administrative Assistant (South West Genomic Medicine Service Alliance) 
 	 	 
	Band:  	 	 	3 
 	 	 
	Responsible To: 	Programme Coordinator  
[bookmark: _GoBack] 
	Accountable To: 	 	Programme Director 
 
	Department/Directorate: 	South West Genomic Medicine Service/Specialist Services 
 
 
Job Purpose: 
 
The South West Genomic Medicine Service Alliance (SW GMSA) works with partners across the South West to ensure the successful delivery of NHS England’s national genomic strategy. This will ensure equity of access for patients and their families in the South West to a consistent, highquality genomic medicine service centred around personalised healthcare. 
 
The postholder will join a new and expanding team of healthcare professionals to provide administrative support to core team members and local partners. 
 
This post will be based in Exeter at the Royal Devon University Healthcare NHS Foundation Trust and can accommodate a combination of office and remote working if preferable.  As part of a regional organisation, the postholder will be required to travel to partner sites within the South West as required. 
 
	Key Working Relationships: 	 
· SW GMSA Core Team Members 
· SW Genomic Laboratory Hub 
· SW Molecular Laboratory service leads 
· SW Pathology Services 
· SW Clinical Genetics service providers 
· SW NHS CCGs, STPS/ICS and NHS Providers  
· NHS England (SW Region and National) 
· Academic Health Science Networks 
· Cancer Alliances 
· Clinical Networks 
· Clinical Research Organisations 
· Representatives from Professional bodies 
· Representatives from clinical teams in the SW region 
 
Dimensions: 
The postholder will work closely with the core SW GMSA team under the supervision of the SW GMSA Programme Co-ordinator to provide a range of administrative functions.  
 
The postholder will provide additional support to other genomic partners in the South West on work relating to the objectives of the SW GMSA on agreement with the Programme Director and Programme Manager. 
 
The postholder will have the opportunity to identify specific pieces of work to develop and work on independently with the support of the SW GMSA Core Team. 
 
SW GMSA Core team members are hosted across three South West NHS Trusts 
· Royal Devon University Healthcare Foundation Trust 
· North Bristol NHS Trust 
· University Hospitals Bristol and Weston NHS Foundation Trust 
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Key Result Areas, Principal Duties and Responsibilities: 
 	 	 
 
ADMINISTRATIVE AND CLERICAL  
 
Communication 
· Ensure effective communication with staff engaged with the GMSA across the South West under the supervision of the SW GMSA Programme Co-ordinator 
· Manage enquiries and matters arising from the running of SW GMSA team, operational and business meetings 
· Provide administrative support for local, regional and national meetings as required, including providing meeting documents in a timely manner, note-taking and ensuring actions are communicated 
· Work with members of the SW GMSA team and wider partners to facilitate meetings, either face to face or virtual 
· Liaise with multidisciplinary team members to ensure essential information to support service development is accessible 
· Make and receive telephone calls, both external and internal, according to Trust standards 
· Take messages, ensuring they are actioned and/or received by the correct recipient 
· Proactively manage email communication from/to nhs.net email account/s ensuring all correspondence is dealt with in a timely manner and emails are forwarded to the appropriate team member 
· Open and sort mail ensuring that any urgent and/or important communications are actioned or brought to the attention of an appropriate person in a timely manner 
· Communicate effectively, including discussion and written communication • 	Provide excellent customer care in a calm and professional manner  
 
Additional Service Support 
· Provide support to the Communication and PPI Manager to ensure the contacts database is maintained and contacts lists can be provided to team members 
· Send updates using the SW GMSA Twitter account as appropriate 
· Support management of Patient and Public Involvement database in line with the governance framework 
· Provide support for event management as directed by the Programme Co-ordinator 
· Manage ordering of supplies and services through appropriate Trust systems 
· Support the collation and management of budget data 
· Distribute and collate project details for SW GMSA reporting requirements 
· Assist other secretarial and admin team members in the delivery of a high-quality service 
 
Panning and Service Development 
· Prioritise clerical and administrative tasks on a day to day basis 
· Identify and manage gaps in administrative support and highlight areas for improvement 
· Manage Core SW GMSA Team Diaries 
· Work with the team to ensure adequate cover is in place during periods of leave 
· Contribute to the NHS service improvement and modernisation 
· Work as part of the team in developing processes within the department to meet the demands of a growing service  
· Participate in team and directorate meetings 
· Contribute to audits regarding departmental procedures 
· Have a flexible approach to working hours to meet the demands of the service 
· Monitor use of supplies and stationery and ensure this is done efficiently and cost-effectively in line with the needs of the service 
 
Governance 
· Undertake training as required to maintain competency and comply with Trust policies 
· Work within Trust policies, including those for; confidentiality, data protection, health and safety, fire protection, and annual appraisal 
· Adhere to the Trust Access Policy, Key Performance Indicators, government targets and standard operational policies and procedures 
· Take part in regular performance appraisal 
· Undertake any training required to maintain and develop competency, including mandatory training, e.g. Equality and Diversity 
· Contribute to a safe working environment  
· Comply with Trust Infection Control Policies and act  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 of 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 determine the most costeffective 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 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 RDUH 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. 
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