Job Reference Number

Job Description		
	       1.   JOB IDENTIFICATION
	Job Title
	PERSONAL ASSISTANT & ADMINISTRATIVE SUPERVISOR

	
	Department(s)/Location
	THEATRES ANAESTHESIA & CRITRICAL CARE

	
	Number of Job Holders
CAJE NO
	1
SC06-3120(a)

	2. JOB PURPOSE

With a knowledge of Theatres, Anaesthesia and Critical Care, the successful candidate will provide an efficient and confidential secretarial and administrative service to the TACC Triumvirate Leadership Team.  This will include the preparation of agendas and minutes, taking appropriate follow-up action as required and undertake the management of specific projects and gather information and / or undertake enquiries.  

Based at Ninewells Hospital the post holder will provide Line Management supervision to the TACC Administration Team across NHS Tayside and provide support to the TACC Admin Services Manager and other Personal Assistants during periods of leave.



	3. ORGANISATIONAL POSITION


Clinical Care Group Manager TACC



Administrative Services Manager 



Personal Assistant / Administrative Services Supervisor 



Administrative Staff


	4. SCOPE AND RANGE

Theatres Anaesthesia and Critical Care Group has responsibility for providing services on a number of acute and community settings across Tayside, Angus and NE Fife including  National and Regional services.   Services are provided across several locations including, Ninewells Hospital, Perth Royal Infirmary, Stracathro Hospital. 

The postholder will provide a comprehensive Personal Assistant service to the TACC Triumvirate Leadership Team and have a knowledge and understanding of Theatres, Anaesthesia & Critical Care.  

To act as a main point of contact for TACC Triumvirate Leadership Team.  

Liaise with senior management and clinicians on a day to day basis relating to administrative matters affecting the group as a whole.

Line manage A & C staff as appropriate and provide support to the Admin Services Manager. 


	5. MAIN DUTIES/RESPONSIBILITIES

Personal Assistant

1. Provide a Personal Assistant role for the TACC Triumvirate Leadership Team.  

2.  To contribute to the effective organisation and delivery of Theatres Anaesthesia and Critical Care Group services.   

3. Responsible for developing, organising and maintaining an efficient and responsive office support system.

4. Manage Senior Manager diaries, utilising judgment to prioritise demands ensuring effective management of their time.  

5. Manage Senior Managers mail and email as appropriate.   Prioritise, direct and redirect or respond, as appropriate, to assist in the efficiency of the service delivery.

6. Organise meetings within the organisation and with external agencies.   Ensure all relevant files and paperwork is available prior to meetings and presented timeously. 

7. Undertake routine and confidential audio and copy typing of letters and reports as required.  Design and produce visual presentations to a high standard which promote the corporate image of the Clinical Care Group’ work.  

8. Ensure the provision of appropriate performance information to enable strategic decision making within the Management Team.  

9. Provide planning and organisational support in both routine and regular administrative processes and also areas of major developments and changes within the organisation e.g. arrange individual meetings with consultants and ensure completed paperwork is collated and forwarded to appropriate personnel within required timescale.   

10. Attend meetings, sometimes outwith normal office hours, record, prepare, type and distribute minutes of meetings, specifying decisions made and  follow up action required.

11. Act as a pivotal role in providing a central point of contact for staff of all grades within the Clinical Care Group, the wider NHS organisation, external agencies, specialty focus groups or members of the public.   Provide information, directing and prioritising queries as appropriate to ensure efficiency and effectiveness of service delivery.

12. Ensure the timeous progression of responses to patient complaints by monitoring and forwarding on responses to the various elements of such complaints.

13. Although not a regular aspect of the role, if the occasion arises, undertake the organisation of external conferences and workshops.   Acting autonomously, book venues, hotel rooms, travel arrangements and social events.  Attend events, act as event manager receiving delegates, co-ordinating speakers, maintaining timetable.  Deal with organisational issues, responding to and solving problems.  

14. Process Recruitment Authorisation Forms and Notification of Change Forms for Critical Care, liaising with Finance and HR.

15. Co-ordinate and record annual/sick leave for Senior Management Team on SSTS.

16. Manage the complaints process within Theatres, Anaesthesia & Critical Care ensuring appropriate people are aware of the complaint and responses are received within given timescales.

Supervisory

17. Provide line management, support and supervision to medical secretaries, typists and clerical officers.   Plan, prioritise and supervise workloads to maintain a high standard of service to consultants and the wider team.

18. Allocate and delegate workload where required, solving issues and queries. Regularly analyse secretarial workload and respond to fluctuations in demand and staffing levels to ensure department meets required guarantee times.

19. Identify training needs and, where necessary, provide mentorship, work shadowing and training opportunities for those staff who require additional development to undertake their role effectively e.g. IT skills, medical terminology.   

20. Promote ongoing development of staff by undertaking regular appraisals and ensuring personal development and training plans are implemented.

21. Implement organisational administrative policies and procedures.  Propose changes to practices and procedures for the administrative teams to maximise service delivery e.g. when a member of staff leaves examine skill mix and budget available, introducing improvements to staffing as appropriate.

22. As required assist the Admin Services Manager on the redesign of secretarial services within own area of remit to ensure maximum efficiency.  Participate in and contribute using experience and judgement, to the redesign of services in the wider context. 

23. Responsible for the recruitment and selection of staff.   Liaise with Human Resources and Finance for vacant posts, updating JobTrain, shortlisting candidates, interviewing and appointing new staff.

24. Monitor sickness absence.   Analyse workflow during periods of absence e.g. long-term sickness, sickness absence during annual leave periods to manage available resources to meet the needs of the service.   Implement organisational policy on attendance management, undertaking ‘return to work’ interviews to meet organisational objectives of maximising attendance at work.

25. Provide support, encouragement, guidance and if necessary training to improve staff work performance as necessary implementing informal HR policies (e.g. counselling for lateness/poor performance) and initial attendance or disciplinary hearings if appropriate.

26. Ensure staff are aware of all Health & Safety policies and attend all relevant training sessions e.g. Manual Handling, Fire Lecture.


Induction Standards & Code of Conduct
Your performance must comply with the national “Mandatory Induction Standards for Healthcare Support Workers 2009” and with the Code of Conduct for Healthcare Support Workers.





	6. COMMUNICATIONS AND RELATIONSHIPS

The postholder will communicate in writing and verbally by telephone, email and in person with all levels of individuals, i.e. general public / patients / multidisciplinary NHS staff. The postholder may also need to communicate with other NHS bodies and various external organisations and external agencies, i.e. Police / Procurator Fiscal, Scottish Executive, National Services Division. 

There is also a need to be able to communicate sensitive information with staff / public / patients who may have issues/requests which require a greater level of understanding and require tact and diplomacy, i.e. patient complaints, personal issues of staff.  

The postholder will have knowledge of complex sensitive and controversial information.  This information could affect a range of staff or services internally and externally across the organisation.  The post holder must be able to communicate using tact and diplomacy to ensure appropriate levels of privacy and confidentiality are maintained e.g. communication on behalf of the Clinical Care Group Manager to senior medical staff regarding issues such as service reconfiguration and redesign.

The postholder will communicate with staff on highly sensitive issues of discipline, poor performance and grievance requiring negotiating, persuasive and motivational skills, this may include recommendations to terminate contracts and take forward contentious issues that require diplomacy, use influencing skills with staff re change in working practices, etc.

The postholder will develop appropriate systems to facilitate dissemination of information throughout appropriate levels within the organisation.


	7. KNOWLEDGE, TRAINING AND EXPERIENCE REQUIRED TO DO THE
JOB

Qualifications
Secretarial or relevant qualifications evident by the attainment of formal qualification (HNC level or similar) or gained through equivalent work experience.

Experience
Extensive experience in NHS administrative environment or equivalent experience.  Staff Supervision and workload management. 

Skills
Written and oral communication, organisational, supervisory and team leadership skills.
Proficient IT skills with sound knowledge of Microsoft packages.
Excellent Telephone Manner

Knowledge
A highly developed knowledge of the Organisation’s processes.   Familiarity with the Organisation’s National Directives, priorities and both the Clinical Care Group and Board’s objectives to enable the individual to recognise the demands and pressures on the service.


On the Job Training
One year in post training.

To ensure compliance with NHS Tayside operating policy, the postholder is required to undertake relevant Management of Verbal and Physical Aggression training, Display Screen Equipment Risk Assessment training and Manual Handling training on an annual basis.




	8. SYSTEMS AND EQUIPMENT

The postholder is expected to have the knowledge and skills necessary to use all equipment safely in the area. 
The postholder will use, maintain and store equipment in line with local policies and procedures, reporting any faults on a daily basis.
Responsibility for day-to-day maintenance of the office equipment, reporting any faults to Estates department or external contractor.  
Examples of equipment and systems used:

Telephone
PC and IT Packages - Microsoft
General Office Equipment – Photocopier, Scanner
Audio equipment
Internet/Intranet
JobTrain
SSTS
Winscribe/Winvoice
iFit Casenote Tracking

Responsibility for Records Management
All records created in the course of the business of NHS Tayside are corporate records and are public records under the terms of the Public Records (Scotland) Act 2011.  This includes email messages and other electronic records.  It is your responsibility to ensure that you keep appropriate records of your work in NHS Tayside and manage those records in keeping with the NHS Tayside Records Management Policy and with any guidance produced by NHS Tayside specific to your employment.


	9. PHYSICAL DEMANDS OF THE JOB

Physical skills / demands
· Advanced level of touch typing (both audio and copy) ensuring a high degree of speed and accuracy using Display Screen Equipment for variable periods of time daily whilst undertaking audio typing and administrative/telephone work – up to a maximum of 3 ½ hours taking appropriate breaks.
· Interpersonal / communication skills e.g. counselling emotional / distressed members of staff.
· Sitting at restricted position at keyboard for a large part of the postholder’s day.

Mental demands
· The ability to respond to unpredictable work demands including frequent distractions which can lead to a change of task frequently throughout the day(approx 10-15 times) whilst still being expected to meet deadlines, e.g. concentration for creating reports, transcribing minutes etc. often interrupted to deal with unforeseen events.   
· Balance the demands of the A&C service and that of the TACC Management Team and prioritise workload.
· Re-organise staffing at short notice to meet demands on the service.
· Constant review of own and others workloads required to ensure objectives met.  High levels of concentration required for typing lengthy reports and assessments, ensuring a high level of accuracy at all times.
· To deliver the full remit of the role the postholder requires to have excellent organisational, communication and IT skills which include speed and accuracy.
· Confidentiality, diplomacy, tact and discretion are required at all times.
· Unpredictability of managing and delegating workloads during periods of unplanned A&C leave. 

Emotional demands
· Letters/reports for typing frequently contain sensitive information and material of a highly distressing nature.  Files can hold sensitive, unpleasant and emotional material e.g. highly confidential personal information.
· Dealing with staffing issues, i.e. distressed staff who are dealing with personal issues such as bereavement or illness thus necessitating in discussion around attendance / performance.
· Dealing with staff where there is a conflict of personalities.
· Occasionally dealing with dissatisfied patients / relatives e.g. complex telephone calls passed on from secretaries.
· Occasionally deal with highly emotional patients / relatives e.g. where a member of staff feels unable to deal with the level of emotion or distress displayed by a patient they will refer the telephone call or personal caller to the postholder.

Environmental demands
· Continuous interruptions can lead to difficult working conditions causing stress
· Continuous use of Display Screen Equipment for the majority of the working day. 


	10. DECISIONS AND JUDGEMENTS

The postholder will organise and prioritise own workload and that of others using own experience, knowledge and judgement.

Manage changing service demands, making necessary adjustments to cover unplanned changes in staffing levels due to absence or increases in workload, etc.    Familiarity of National and local deadlines ensuring action is taken to ensure these are met.

The postholder will take appropriate action on behalf of administrative staff where there is non-compliance by others in relation to administrative systems and processes e.g. discharge letters not being dictated timeously.

The postholder will be required to interpret written and oral communications, correcting spelling and grammar to ensure continued quality of output and standards maintained.

The post holder will be aware of the needs of supervised staff and, in addition to own workload, assist with junior staff to allow them to meet requirements of their role.

Most of the postholder’s duties are undertaken autonomously using their own initiative and discretion.  As part of the decision making process, identify solutions and discuss with manager.  

Examples of decision making
The ability to recognise the urgency of issues relating to the Senior Managers and action as appropriate. 

Working within the remit of organisational policies and procedures determining when to address performance issues with staff.

Constantly monitoring, reviewing and reorganising staffing levels, workloads and practices to meet the changing needs of service demands ensuring Guarantees are met.


	11. MOST CHALLENGING/DIFFICULT PARTS OF THE JOB

Balancing the demands of all stakeholders to provide an efficient and effective service whilst working within the limitations of physical resources.

Dealing with difficult staff and resolving departmental staffing issues with an outcome that is agreeable to all parties.

Continual review of administrative procedures to ensure efficiency of service.  

Being able to manage own emotions when dealing with difficult inter-personal staff issues and behaviours.


	12. JOB DESCRIPTION AGREEMENT

A separate job description will need to be signed off by each postholder to whom the job description applies.


	Job Holder’s Signature:

	Date:

	Head of Department’s Signature:

	Date:
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