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JOB DESCRIPTION
JOB TITLE: 
 Administrator and Personal Assistant
LOCATION: 
Hybrid Model
ACCOUNTABLE TO: Chief Training Hub Officer
JOB PURPOSE
· Supporting the Senior Management Team and Educators in the Training hub team with administrative functions to include minute taking, training hub telephone queries, data collation etc. 
· Ensure the effective deployment of the senior team’s time (including diary management, correspondence, arranging meetings and events, assembling agendas and meeting papers, minute taking and other core tasks).
· Support Data collection for a variety of reporting metrics for HEE, NHSE/I and other commissioning bodies. In particular around workforce metrics.

· Supporting, co-ordinating and arranging a variety of events such as schools and colleges careers days, educational events and award events.

· Liaising with a wide range of staff both inside and external to the business.
KEY RELATIONSHIPS
Internal 
· Training Hub staff core team and educators
· Business and Project Development Manager

· IT team 

· Business Intelligence team

· Finance team

· Quality team

· Director of Nursing and Quality

· Communications team

· HR team

External 

· General Practice

· Primary care partners such as PCNs and other federations

· ICB

· Universities in particular Worcestershire, Wolverhampton and Birmingham City
· Training providers

· Communications teams in partner organisations

· Commissioners at HEE, NHSE/I and other commissioning bodies

Main Responsibilities
The main responsibilities are set out below.  
· Provide a full range of Personal Assistant and administration duties, including the taking of dictation and minutes, typing of correspondence and preparation and distribution of reports and other documents.  To produce accurate work to a high level of presentation whilst working to tight timescales and deadlines.
· Following meetings to ensure that any follow-up action is identified, logged and proactively taken forward, prompting colleagues about action needed, as necessary.

· Handle sensitive queries in writing, by telephone or in person from colleagues, partner organisations, education providers and commissioners in an effective, sensitive manner as a representative of the Training Hub and Taurus Healthcare, to reflect a positive image.  To be aware of sensitivities and reflect and interpret these accordingly wherever appropriate.
· Support the senior team with data collation for workforce metrics and project/program data.

· Use own initiative to determine what help can be provided to the senior team, to support and assist and act accordingly.  
· To assist in the production of documents, charts, tables, etc., by use of Microsoft IT Packages, e.g. Word, Excel, PowerPoint and use Outlook to disseminate certain information/documents by Email.
· Provide project/program administrative support for senior team.

· Provide project/program administrative support for educators as delegated by the senior team.
· Support the training hub team members with any other administrative tasks as required such as correspondence, reports and presentations. 

· Support with planning, co-ordinating and facilitating meetings.
· Management of electronic diaries. In particular PA function for the Chief Training hub Officer. Manage the diary in a constructive and supportive way and prepare appointment schedules.  Re-schedule appointments in response to changing demands.  Arrange conferences and time outs which may include production of draft agendas, arranging speakers and equipment, ensuring any relevant deadlines are factored in.
· Carry out research on behalf of the senior team through use of the internet and other media in respect of varying issues.
· Use the information technology available to communicate effectively within the organisation and to deliver a high standard of performance within the role. Including the day to day updating of website materials and request to IT support services where required.

· Ability to work flexibly providing cover to ensure that workload pressures and absences due to annual leave and sickness are dealt with appropriately.
· To actively participate in any developmental work.
Additional requirements:  
· Ensure that departmental standards of practice are maintained at all times and contribute in a positive manner to the overall development of the communications and engagement team.  
· The post holder will be required to travel to many other locations, and other organisations, as required, this can be done using own vehicle or public transport.  
· Recognise and escalate any identified risks 
· To carry any other appropriate duties as required.
PERSONAL DEVELOPMENT
· To attend mandatory training and fire lectures regularly and assist with fire policy/evacuation procedure when necessary.

· To keep up to date with and attend training on revisions to information systems or changes in protocols for the inputting of data in the light of Local and national initiatives.  To adhere to agreed protocols at all times. 

· To participate in Individual Performance Review and Personal Development plans on an annual basis and to undertake training and development as identified within these discussions and as indicated by the requirements of the post.

CLINICAL GOVERNANCE AND QUALITY ASSURANCE
· To realise the importance of confidentiality when dealing with patients and staff, particularly when giving or receiving information over the telephone in accordance with the Data Protection Act. 

· Maintain the high standards of the service by contributing towards individual, team and service objectives and acting at all times in the best interest of patients.

· To accurately collect, collate and input data to Information Systems as required by procedures to ensure that patient database records are up to date and accurate. 
· To participate in Individual Performance Review and Personal Development plans on an annual basis and to undertake training and development as identified within these discussions and as indicated by the requirements of the post.

INFORMATION GOVERNANCE 

· Taurus Healthcare requires its staff to comply with Information Governance related standards and policies at all times when dealing with confidential information, which includes any information relating to the business of the company and its service users and employees.

· All Taurus Healthcare staff are bound by a duty of confidentiality and must conduct their duties in line with the NHS Confidentiality Code of Practice, Data Protection Act and Freedom of information Act. 

· Post-holders must maintain high standards of quality in corporate and clinical record keeping ensuring information is always recorded accurately and kept up to date.  The post-holder must only access information, whether paper, electronic or in other media, which is authorised to them as part of their duties.

· All Information obtained or held during the post-holder’s period of employment that relates to the business of the company and its service users and employees will remain the property of the Taurus Healthcare.  Information may be subject to disclosure under legislation at the Company’s discretion and in line with national rules on exemption.

· Any breach of confidentiality or computer misuse could lead to disciplinary action, and in serious cases could result in dismissal.  Breaches after the post-holder’s employment has ended could result in the Company taking legal action against them.

HEALTH AND SAFETY

· To have responsibility for health, safety and welfare of self and others at work.  This includes being conversant with Trust Health & Safety policies and procedures and ensuring incidents, accidents and near misses are reported; taking part in the risk management process and carrying out tasks/using equipment only when competent to do so.
· Be responsible for ensuring the general environment is clear of all hazards.

· All staff have a responsibility to apprise themselves of how the prevention of the spread of infection relates to their role.  They have a responsibility to ensure they are aware of Company policies and procedures in relation to infection prevention and control, and ensure that they comply with them in fulfilling their role.  

EQUALITY AND DIVERSITY 
· Respect the privacy, dignity, needs and beliefs of patients, carers and colleagues.
· Act in a way that recognises the importance of people’s rights, interpreting them in a way that is consistent with Taurus procedures / policies and current legislations.
· Behaving in a manner which is welcoming to and of the individual, is non-judgmental and respects their circumstances, feelings priorities and rights.
This job description may be amended by management through consultation with the post holder in order to reflect changes in, or to, the job.

PERSON SPECIFICATION 
	Job Title:  Administrator and Personal Assistant
	

	CRITERION
	ESSENTIAL

(Should possess to do the job)
	DESIRABLE

(Could also possess)
	Tested @ INTERVIEW
	Tested on APPLICATION FORM
	WEIGHTING FOR EACH CRITERIA

High      = 3

Medium = 2

Low       = 1

	EDUCATIONAL AND PROFESSIONAL QUALIFICATIONS

	Evidence of ongoing professional development
	X
	
	
	X
	3

	NVQ Level 2 Business Administration 
	X
	
	
	X
	3

	GCSE English or equivalent level.
	X
	
	
	X
	3

	GCSE Mathematics or equivalent level.
	X
	
	
	X
	3

	Educated to A Level, or equivalent
	
	X
	
	X
	1

	SKILLS

	Excellent communication skills, writing clearly for a range of audiences.
	X
	
	X
	
	3

	Ability to deliver to agreed deadlines.
	X
	
	X
	
	3

	Excellent organisational skills.
	X
	
	X
	X
	3

	Ability to work independently or as part of a team.
	X
	
	
	X
	2

	Competent use of Microsoft Office programmes
	X
	
	
	X
	3

	Ability to learn new systems quickly
	
	X
	
	X
	1

	Has a responsive, solution focused approach to addressing issues and barriers
	X
	
	X
	
	2

	Able to build and sustain good working relationships 
	X
	
	X
	
	3

	Ability to utilise project management template to facilitate delivery, monitoring and reporting
	
	X
	X
	
	2

	Good level of accuracy and attention to detail.
	X
	
	
	
	3

	KNOWLEDGE/EXPERIENCE

	Experience of Primary Care
	X
	
	
	X
	3

	Experience of working collaboratively with internal and external partners
	X
	
	X
	X
	3

	Experience of working as a PA Support role, including the management of busy diaries.
	X
	
	X
	
	3

	Awareness of Health Education England and NHS England
	X
	
	X
	
	2

	A good understanding of Confidentiality and Data Protection Act and GDPR
	X
	
	X
	
	3

	Experience in producing correspondence, reports and presentations. 
	X
	
	X
	X
	3

	Experience in accurate minute taking/transcribing.
	X
	
	X
	X
	3

	Experience in planning, co-ordinating and facilitating meetings.
	X
	
	X
	X
	3

	Experience in management of electronic diaries.
	X
	
	X
	
	3

	Experience of updating web based content as a day to day maintenance non specialist level
	
	X
	X
	
	2

	PERSONAL QUALITIES OR ATTRIBUTES

	Can work as a team player
	X
	
	X
	X
	3

	Is open and honest and acts with integrity.
	X
	
	X
	
	3

	A good understanding of equality and valuing diversity principles
	X
	
	X
	
	3

	OTHER JOB REQUIREMENTS

	Ability to travel around Herefordshire and Worcestershire as required, and further, as necessary.
	X
	
	
	X
	2

	Clean driving licence and access to car to travel to meetings. 
	X
	
	
	X
	2
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