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JOB DESCRIPTION


	JOB DETAILS 

	Job Title 
	Director Support Officer

	Reports to 
	Operational Manager

	Band 
	Band 5

	Care Group 
	Women’s and Children’s Health Care Group



	JOB PURPOSE 

	To provide a confidential Director Assistant service for the Women’s and Children’s Health (WCH) Care Group Senior Leadership Triumvirate, ensuring the smooth and efficient organisation of the work of the Care Group across two sites, including the continuation of administrative service in the absence of the senior leadership team using own initiative and working with minimal supervision.
To provide support/cover to other secretaries within the team.
Specifically this post will work with colleagues and team leaders to ensure that they provide a professional, efficient, accurate and timely service.
The post holder will provide a service to the WCH Care Group.


	KEY RESULT AREAS/PRINCIPAL DUTIES AND RESPONSIBILITIES

	Managing and organising the office of the WCH Care Group.
Take a key role in supporting the Senior Leadership Triumvirate in managing complex and influential relationships, where understanding organisational dynamics, networks of influence and current priorities are essential and where the absence of these can have significant consequences for the organisation.
Support the Senior Leadership Triumvirate in their roles in leading WCH for both the Eastern and Northern sites.
Responsible for the organisation and smooth running of the Care Group office, including ensuring the office is manned at all times during office hours; administrative support is provided to the Senior Leadership Triumvirate and to assist with the management of their time and workload.


	KEY WORKING RELATIONSHIPS 

	 
The post holder is required to deal effectively with staff of all levels throughout the Trust as and when they encounter on a day to day basis 
In addition, the post holder will deal with the wider healthcare community, external organisations and the public. 
This will include verbal, written and electronic media. 
Of particular importance are working relationships with: 
	Internal to the Trust 
	External to the Trust 

	· Care Group Director, Deputy Medical Director and Director of Midwifery
· Executive Directors
· Non-Executive Directors
· Clinical staff
· General Manger and Head of Service
· Operational Management team 
· External NHS organisations
· External organisations/providers
· Administrative and Clerical staff within area of responsibility
· Other secretarial support teams

	· External NHS organisations
· External organisations/providers including ICB and LMNS









	ORGANISATIONAL CHART 

	



















	

	FREEDOM TO ACT 

	Organise and manage own workload on a day to day basis to meet competing demands and deadlines, including an ability to respond to ad hoc requests.
To undertake training as required to maintain competency/comply with Trust policies.
To work within Trust policies – including those for confidentiality, data protection, health and safety fire protection, and annual appraisal.


	COMMUNICATION/RELATIONSHIP SKILLS 

	To work with the wider Care Group team to ensure adequate cover is in place during periods of leave.
Provide a positive and efficient image of the Trust by forging and maintaining links with counterparts within the Trust and the wider health community, so as to facilitate positive working relationships and smooth conduct of business.
Have a sound understanding of the business of the Trust to ensure its corporate identity and to promote a best practice ethos in relation to the administrative profile of the Headquarters secretariat.
To communicate with staff, external organisations and colleagues in a sensitive, courteous, positive, professional and timely manner at all times.
Receiving guests, visitors and enquirers efficiently, ensuring wherever possible their needs are met or they are transferred onto the most appropriate person and agency.
To deal with all day to day correspondence within the Care Group – initiating appropriate responses in order to provide, staff and other parties with required information in a friendly and professional manner.
Establishing and sustaining good relationships with senior people both inside and outside the Trust.
Effectively representing the Trust through regular informal contacts and networks.
To receive telephone calls and accept messages on behalf of members of the management team and taking appropriate action where necessary.
To manage email communication in a timely way and in line with the RDUH Email Best Practice guidance.
Facilitate and coordinate communication between the team and other parties by providing timely responses to queries received, both by telephone, team e-mail inbox, in writing and in person
To contact staff when meetings need to be rescheduled.
To participate in team and Care Group meetings as required.


	ANALYTICAL/JUDGEMENTAL SKILLS

	Working independently using personal initiative on behalf of the Senior Leadership Triumvirate to ensure their work is covered efficiently and effectively, anticipating and identifying in advance and pro-actively managing emails and any conflicts in diaries, advising of deadlines and proposing resolutions.	


	PLANNING/ORGANISATIONAL SKILLS

	To undertake detailed planning and research of all options for travel and accommodation, selecting the most suitable and cost effective for the Care Group.
Organisation, communication and administration of senior management and Board level meetings, involving working autonomously to. 
Ensure timely coordination and preparation of documentation and communication to the Chair and members of the meeting, ensuring the meetings are appropriately attended, administered and minutes, action logs and papers are prepared and circulated in a timely manner.
To pre-empt, handle and resolve any potential issues in achieving submission dates for papers.


	PATIENT/CLIENT CARE 

	Post holder will have incidental contact with patients. 


	POLICY/SERVICE DEVELOPMENT 

	Post holder will comply with Trust policies within own area. 


	FINANCIAL/PHYSICAL RESOURCES 

	To monitor use of supplies and ensure this is done efficiently and cost effectively in line with the needs of the service.
To maintain stock control, re-ordering supplies where necessary, ensuring cost is kept to a minimum.


	HUMAN RESOURCES 

	To assist and support other secretaries and members of the admin team in the achievement of a high quality service.
Provides guidance, demonstrates own roles and responsibilities to new starters or less qualified colleagues within own work area. 


	INFORMATION RESOURCES 

	Responsible for comprehensive diary management and arranging meetings for the Senior Leadership Triumvirate to ensure the Trust’s business is carried out as effectively as possible.
Assisting in writing briefing papers, reports and drafting documents as required by the Senior Leadership Triumvirate, including undertaking research and investigation using personal initiative to obtain information to draft those documents.
Assisting the Care Group in dealing with non-routine correspondence, formulating replies for approval and responding to routine correspondence on own initiative, making decisions on what information can be shared and with whom due to sensitivity.
To ensure that all correspondence and reports are professionally presented, transcribed promptly and produced to an excellent standard.
To pro-actively manage, monitor and action emails and correspondence for the Senior Leadership Triumvirate and wider Care Group, applying judgement in identifying and escalating any emails and correspondence that require an immediate response, responding with holding emails and undertaking any fact finding required to present to the Senior Leadership Triumvirate to enable an appropriate response and, where appropriate, to respond directly on behalf of the Care Group.
To review the minutes of meetings attended by the Senior Leadership Triumvirate to ensure actions allocated are completed in a timely manner, applying judgement to initiate or complete any appropriate actions on their behalf.
To manage an effective filing and bring forward system, ensuring the necessary range of papers are available to the Senior Leadership Triumvirate in a timely manner.
Responsible for dealing directly with a range of correspondence and callers on behalf of the Care Group, including complainants, ensuring confidentiality is maintained at all times, exercising judgement and discretion in determining priorities and ensuring that all callers receive the highest standards of customer care.
To ensure, where appropriate, all requests or requirements are actioned in the Senior Leadership Triumvirate absence or are escalated to the appropriate Deputy.
Undertaking progress chasing on behalf of the Care Group, to a number of officers, including Executive Directors, Care Group Directors, Deputy Medical Directors, Director of Midwifery, Directors of Patient Care and other Leadership Teams, and ensuring that follow up action is undertaken to meet deadlines.
Actively seek information from members of Senior and Executive level meetings in order to produce and update high quality documentation and reports. 
To manage an advance schedule of meetings and to organise and co-ordinate these meetings including the sourcing of suitable venues, times, equipment, catering and preparing agendas/papers. 
Produce and manage a calendar/bring forward system for all meetings co-ordinated by the post holder, ensuring adequate planning and preparation time
To take detailed, accurate and high quality minutes at Senior and Executive meetings, ensuring discussions, decisions and actions are accurately recorded and robust to external/internal scrutiny. 
To ensure the Trust database (HealthRoster) is kept up to date and accurate for all training, sickness and Appraisals including chasing those who are out of date on behalf of the Care Group Triumvirate.
To ensure that all documentation is produced to an excellent standard.
To carry out audio typing and personal dictation when required.
To comply with the charter for management and secretarial support


	RESEARCH AND DEVELOPMENT 

	Maintain own and others’ awareness of relevant research evidence related to the speciality and work with others in applying this to practice.
Identify areas of potential research relating to the speciality and to participate in relevant research activities.
Participate in local and national research and audit projects and service evaluation as requested in order to improve standards of patient care.


	PHYSICAL SKILLS

	Keyboard skills are required to produce reports, presentations and project plans.


	PHYSICAL EFFORT

	There will be a frequent requirement for the post holder to sit in a restricted position for a large part of the working day. 


	MENTAL EFFORT

	Frequent requirement for the post holder to concentrate and where the work pattern is predictable with few competing demands for attention. 


	EMOTIONAL EFFORT

	Post holder will have occasional exposure to distressing or emotional situations when dealing directly with a range of correspondence and callers on behalf of the Senior Leadership Triumvirate, including complainants, ensuring confidentiality is maintained at all times, exercising judgement and discretion in determining priorities and ensuring that all callers receive the highest standards of customer care.

	WORKING CONDITIONS

	Office conditions
The post holders exposure to hazards and unpleasant working conditions will be rare
Regular use of VDU


	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.


	APPLICABLE TO MANAGERS ONLY 

	Leading the team effectively and supporting their wellbeing by:
· Championing health and wellbeing.
· Encouraging and support staff engagement in delivery of the service.
· Encouraging staff to comment on development and delivery of the service.
· Ensuring during 1:1’s / supervision with employees you always check how they are.


	DISCLOSURE AND BARRING SERVICE CHECKS

	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.


	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.
Everyone within the Trust has a responsibility for, and is committed to, safeguarding and promoting the welfare of vulnerable adults, children and young people and for ensuring that they are protected from harm, ensuring that the Trusts Child Protection and Safeguarding Adult policies and procedures are promoted and adhered to by all members of staff. 
 





PERSON SPECIFICATION

	Job Title
	Director Support Officer



	Requirements
	Essential
	Desirable

	QUALIFICATION/ SPECIAL TRAINING
 
Educated to degree level in relevant subject or equivalent level of experience of working at a similar level in the business support and personal administration function
Educated to ‘A’ level standard or equivalent
Minimum level 4-9 GCSE or equivalent in English and Mathematics
RSA III Typing/ or equivalent
Audio Typing qualification or equivalent 
NVQ 3 in business administration or equivalent

	

E


E
E
E
E
E
	

E


E
E
E
E
E

	KNOWLEDGE / SKILLS

Excellent interpersonal skills
Proven ability to promote good working liaisons between staff and encourage teamwork
Excellent planning and organisational skills
Advanced IT skills and fully proficient with all Microsoft Office applications including databases, word-processing, email, Microsoft Excel, PAS, EROS and ESR
Excellent written and verbal communication skills with staff at all levels
Proven experience of accurate and detailed minute taking at Board level
Ability to respond appropriately to changing priorities and deadlines and to remain calm under pressure, managing own time
Ability to handle complex enquiries and sensitive situations, sometimes requiring persuasion and influence
Ability to proactively co-ordinate complex diary management
Ability to pre-empt and pro-actively manage issues, progress chase and recommend an appropriate course of action to address the issues and ensure deadlines are met
High degree of accuracy, attention to detail and proof-reading skills
Ability to assimilate new ideas and procedures quickly and effectively
Willing and able to make own decisions and look beyond the job in hand
Able to determine and adopt behaviour that is appropriate to the high profile situation of the Trust’s WCH Care Group and their office
Independent thinker with demonstrated good judgement, problem-solving and analytical skills
Financially aware, understands and demonstrates the importance of value for money
	

E
E

E
E


E
E
E

E

E
E


E
E
E
E

E

E

	

E
E

E
E
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E
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E

E
E


E
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	EXPERIENCE 

Prior NHS experience
Extensive proven experience in a corporate personal assistant role
Experience of supporting Board level meetings
Experience of working with highly confidential information
Working to strict and conflicting deadlines

	

E
E
E
E
E
	

E
E
E
E
E

	PERSONAL ATTRIBUTES 

Enthusiastic, highly motivated and committed to developing a service
Proven experience of adaptability in the workplace
A flexible approach to work
Ability to concentrate for long periods
Dynamic and positive attitude
Professional approach
Highest integrity, adheres to confidentiality and data protection requirements
Able to work autonomously and with minimum supervision
Awareness of political sensitivities

	

E
E
E
E
E
E
E
E
E

	

E
E
E
E
E
E
E
E
E


	OTHER REQUIREMENTS 

Well organised
Able to prioritise own workload and meet deadlines

	

E
E

	

E
E





	
	FREQUENCY

(Rare/ Occasional/ Moderate/ Frequent)

	WORKING CONDITIONS/HAZARDS
	R
	O
	M
	F

	

	Hazards/ Risks requiring Immunisation Screening
	
	
	
	

	Laboratory specimens
	N
	
	
	
	

	Contact with patients
	Y
	X
	
	
	

	Exposure Prone Procedures
	N
	
	
	
	

	Blood/body fluids
	N
	
	
	
	

	

	Hazard/Risks requiring Respiratory Health Surveillance
	
	
	
	
	

	

	Solvents (e.g. toluene, xylene, white spirit, acetone, formaldehyde and ethyl acetate)
	N
	
	
	
	

	Respiratory sensitisers (e.g isocyanates)
	N
	
	
	
	

	Chlorine based cleaning solutions 
(e.g. Chlorclean, Actichlor, Tristel)
	N
	
	
	
	

	Animals
	N
	
	
	
	

	Cytotoxic drugs
	N
	
	
	
	

	
	
	
	
	

	Risks requiring Other Health Surveillance
	
	
	
	

	Radiation (>6mSv)
	N
	
	
	
	

	Laser (Class 3R, 3B, 4)
	N
	
	
	
	

	Dusty environment (>4mg/m3)
	N
	
	
	
	

	Noise (over 80dBA)
	N
	
	
	
	

	Hand held vibration tools (=>2.5 m/s2)
	N
	
	
	
	

	

	Other General Hazards/ Risks
	
	
	
	

	VDU use ( > 1 hour daily)
	Y
	
	
	
	X

	Heavy manual handling (>10kg)
	N
	
	
	
	

	Driving
	N
	
	
	
	

	Food handling
	N
	
	
	
	

	Night working
	N
	
	
	
	

	Electrical work
	N
	
	
	
	

	Physical Effort 
	Y
	X
	
	
	

	Mental Effort 
	Y
	
	
	
	X

	Emotional Effort 
	Y
	
	X
	
	

	Working in isolation
	N
	
	
	
	

	Challenging behaviour
	Y
	X
	
	
	





Director of Midwifery


Care Group Director 


Deputy Medical Director


Director Support Officer


Operational Manager (Line Manager)


Secretary Team Leader
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