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Job Description


	1. JOB IDENTIFICATION

	
Job Title: IAMs Administrator (Identity Access Management)

Responsible to: Digital Service Desk Manager
Reports to: Digital Service Desk Manager

Department(s): Digital

Operating Division: Digital Directorate NHS Forth Valley 

Job Reference: IAMs Administrator

Job ID: BN-FI-IAMA-0924


No of Job Holders: 1

Last Update (20/08/2024)




	2.  JOB PURPOSE

	
To assist Service Desk and  Procurement  in providing a quality and professional ICT & Procurement Service to all ICT users within NHS Forth Valley.  
To assist with all ICT procurement requests for NHS Forth Valley.
To follow operating procedures and standards that will promote customer-focussed service delivery of ICT procurement for all of NHS Forth Valley.
First line contact for telephone enquiries regarding ICT procurement. Co-ordinate with external suppliers and liaise with them to progress procurement requests.
Management and accuracy of processing User Access Requests and Password provisioning.
File management of paperwork in accordance with guidelines.
Adhere to NHS Forth Valley Standard Financial Instructions for Procurement.
Assist in the provisioning of corporate office products.




	











	3. DIMENSIONS

	

Staff Accountable:    None

Budget:                      none

The post holder will work directly under the ICT Procurement Officer/Service Desk Lead User Support Analyst.  The post holder will assist with procurement for the Digital department [ approx. 93 staff]
Procurement for approx 8000 + staff throughout NHS Forth Valley
Account admin for approx 8000 + staff throughout NHS Forth Valley

In NHS Forth Valley there are currently 1 Acute Hospital, 3 Community Hospitals, 58 Primary Health Care Teams (PHCTs) based around General Medical Practices, which include 200 General Practitioners, 360 Primary Care Nurses and 200 Practice Administration staff. In addition, there are 92 Dental Practices, 66 Community Pharmacies, 60 Ophthalmic Practices and a range of clinical services such as podiatry, dietetics, speech and language therapy etc.  Acute and continuing care services including Mental Health Services, Learning Disability Services and Child Health Services are provided from 10 hospitals, 7 day hospitals and 52 Health Centres and clinics widely dispersed throughout Forth Valley.  
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	5.   ROLE OF DEPARTMENT

	The ICT Procurement service works within the ICT Service Desk Team, part of the Digital Department which operates within NHS Forth Valley.  It is responsible for the delivery of a procurement service to the users of NHS Forth Valley. 
User Systems – Support and maintenance of NHS Forth Valley's user infrastructure including desktop, printing and peripherals
Service desk – Provide a single point of contact for the logging and resolution of all ICT issues  and provision of an ICT Procurement Service
 Service  – Management and development of the ITIL Service’s .i.e. incident, problem, change, capacity and release management
CMDB – Development and maintenance of the ICT FV Configuration Management Database. This provides asset management information for all ICT systems and services
Systems Administration – Provide a robust administration service for all corporate systems within NHS Forth Valley



	6.  KEY RESULT AREAS

	· To assist and provide a customer-focussed ICT Procurement/User account admin service to all staff within NHS Forth Valley.
 [approx 8000]

· To assist with providing first contact telephone advice and support for any ICT procurement/user account admin enquiries
· To accurately process user account access requests and assist with admin duties of service desk team.

· To assist with incoming and outgoing mail, assisting with the maintenance of spreadsheets, faxing, photocopying, filing, updating department databases

· To liaise with users, ICT professionals and suppliers both by phone and in writing to minimise disruption to ICT service delivery within NHS Forth Valley.

· Assist with proper control of all ICT assets from procurement in accordance with organisational and departmental procedures.

· Assist with accurate records of NHS Forth Valley movable media in accordance with the Information Commissioner Office directive.

· Assist with logging procurement calls on specific and advanced computer software and hardware.

· To assist and perform stock takes in all store room areas which belong to ICT department

· Assist with data input and collating of information.
 
· To assist with the maintenance of stocks of stationery and order other stores to ensure adequate supplies are held within the ICT department.

· Communicate with all disciplines of NHS staff both internally and externally.

· assist the lead administrator for  Pecos

· Use Pecos to order equipment hardware, software and contracts with suppliers

· To liaise with suppliers. 

	7a. EQUIPMENT AND MACHINERY

	· Use of telephone daily.
· Use of PC and peripherals daily.
· Occasional use of other office equipment e.g. photocopiers, fax machines, shredders, laminators, hand held scanners and projectors.
· Handling of equipment from deliveries to storage in ICT store areas.
· Trolley for transportation of equipment
· Manual handling involved


	7b.  SYSTEMS

	
· Pecos – procurement financial system
· ITSM Service Now – ICT Portal
· MS Server user directories (windows server and Active Directory)
· Digital clinical applications
· Service desk support system – A communication tool for all ICT/E-Health departments, covering procedures, contacts, support calls, change management and incident management. Used daily as main tool for service delivery to users.  
· Intranet/internet – Used as information retrieval and research tool.
· E-mail constantly used to communicate with users and suppliers. 
· Microsoft Office – All aspects used on a regular basis to improve efficient working and aid information analysis.
· NHSmail
· Access
· Excel
· Scan to email 


	8. ASSIGNMENT AND REVIEW OF WORK

	
· The post holder will be subject to informal review and formal annual appraisal.

· Post holder with be managed by ICT Service Desk Manager/Lead User Support Analyst





	9.  DECISIONS AND JUDGEMENTS

	
· The post holder is expected to be assisted by line manager in decision making.




	10.  MOST CHALLENGING/DIFFICULT PARTS OF THE JOB

	
· Dealing with the day to day urgent demands.  
· Accuracy during interruptions by phone, email, service desk calls and visitors to the office.
· Time management in relation to Key Performance Indicators attached to service desk

· Carrying out day to day administrative tasks to the satisfaction of line management and users. 
To expedite user access requests efficiently whilst monitoring and reporting on the status, keeping all concerned informed.
	
Providing service improvements necessary to meet the aspirations of Multidisciplinary Users in a constantly changing technical environment, who have an ever increasing dependence on eHealth services.
		
Resolve Service Desk requests promptly, given policies / procedures and legislation must be adhered to before decision / resolution can be provided.

Operating in a constantly changing environment with unpredictable and variable work patterns, managing interruptions, whilst balanced with the need for occasional prolonged concentration ensuring accuracy and currency of all records and databases.





	11.  COMMUNICATIONS AND RELATIONSHIPS

	
Internal:
· Good communication skills and empathy with staff are required.  
· All users of Digital within the Organisation including managers, administrators and clinicians.
· 3rd party suppliers
· Close working relationships with Digital staff.





External:
· Suppliers of ICT goods and services – to progress procurement


	12. PHYSICAL, MENTAL, EMOTIONAL AND ENVIRONMENTAL DEMANDS OF THE JOB

	Physical demands (Daily): 
· Frequent prolonged use of computer keyboard and telephone. 
· Sitting for long periods of time at computer.
· Safe Moving and Handling of ICT equipment.

Mental demands: 
· Frequent prolonged periods of concentration required.
· Frequent interruption from the telephone or visits from users and ICT staff requiring advice or assistance.
Emotional demands:
· Pressure to assist in meeting user and service deadlines.

























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

	
· Minimum of SVQ III level of qualification
· Good numeracy and English skills
· Good financial operating procedures awareness 
· Good organisational skills
· Good computer awareness and keyboard skills
· Accuracy and attention to detail
· A positive attitude and an ability to work in a team 
· It is essential to be motivated and enthusiastic.
· A good level of fitness to lift equipment although trolleys and steps are provided













	14.  JOB DESCRIPTION AGREEMENT

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

 Job Holder’s Signature:

 Head of Department Signature:

	


Date:

Date:
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