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	1. JOB IDENTIFICATION

	 
Job Title:                                                   Secretary/Receptionist 
                    
Responsible to (insert job title):                  Administration Services Manager

Department(s):                                          Administration Support Services

Directorate:                                               Health & Social Care Partnership (H&SCP)

Division:                                                    West Division

Board:                                                       NHS Fife

Job Reference:                                             

No of Job Holders:                                     1

Last Update (insert date):                           August 2019



	2.  JOB PURPOSE

	To provide full secretarial and administrative support to members the Community Diabetes Specialist Nurse and to provide reception support to Ladybank Clinic. 

The post-holder will work in conjunction with another secretary/receptionist to provide a full reception service for staff and visitors to Ladybank Clinic – services include:

· Podiatry
· Health Visiting
· District Nursing
· Diabetic Retinopathy Service



	3. DIMENSIONS
The Health & Social Care Partnership (H&SCP) provides and manages a variety of clinical services in the Community.  The population of Fife is 376,203.

The post-holder will work as part of the H&SCP - West Division, Administration Support Service and will be a member of the Administration Support Team which comprises Business Manager, Administration Services Manager and Administration Support Co-ordinator.  The Team will be lead and managed by the Business Manager.                       
There are no staff management or supervisory responsibilities, however on occasion the post-holder may be asked to train new members of staff



	4.  ORGANISATIONAL POSITION

	WEST DIVISION 
ADMINISTRATIVE SUPPORT SERVICE STRUCTURE
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	5.   ROLE OF DEPARTMENT

	The Administration Support Service provides reception, administration and secretarial support to Community health centres, clinics and hospitals.  These Community health centres clinics and hospitals provide local access to a variety of health care services e.g. podiatry, physiotherapy, community paediatricians, school nursing, psychology, speech and language therapy, dietetics, dental, integrated sexual health services, orthoptic, addiction/advisory, child health clinics (including hearing, public health nurse clinics, sleep clinics, encopresis, enuresis etc.).  The main aim of the post holder is to interface with patients and health professionals in support of the services provided within these bases.



	6.  KEY RESULT AREAS

	To provide clerical and secretarial duties to maintain an efficient and effective service.  This is done by being responsible for:

1. Maintain referral spreadsheets and collect data, producing graphs and charts using Excel.  Create and maintain other systems, as required, by Community Diabetes Specialist Nurse.

2. Using SCI Gateway to access referrals and once referral has been triaged, appoint patient to appropriate clinic.

3. Send out patient Did Not Attend (DNA) and opt in letters. Typing correspondence and confidential reports from dictation, audio, hand-written drafts or verbal instructions

4. Production of posters, leaflets and newsletters, presentations, handouts, etc.

5. Make up packs, order leaflets and maintain adequate stocks of stationery.

6. Planning and organising a range of regular and ad hoc meetings and educational events, including venue, hospitality and attendees.

7. Accurate minute taking and transcription of notes taken at meetings.

8. Maintaining bring forward system for the easy retrieval of papers.

9. Sorting, opening and date stamping all incoming and outgoing mail (both external and internal)

10. Maintaining electronic and hard copies of diaries.

11. Maintaining filing systems for relevant paperwork and electronic files on PC to enable the safe 
storage and timeous retrieval of information.

12. Dealing with telephone and face to face enquiries from members of the public, clinical and non clinical staff providing information, passing queries as appropriate to ensure efficiency and effectiveness of service delivery.

13. Welcoming all visitors promptly and courteously.  Ensuring queries are dealt with and visitors directed to appropriate waiting area/office.

14. Maintaining appropriate levels of and petty cash.

15. Maintaining booking room diary and booking of meeting rooms.

16. Completion and processing of purchase orders/requisition and non-stock requisition forms.

17. Cover for colleagues during periods of annual leave and sickness etc.

18. Undertaking any other duties commensurate with the post and grade.



	7a. EQUIPMENT AND MACHINERY

	· Telephone system                                        
· Personal Computer and Printer
· Digital Dictation
· Answer-phone/Voice mail
· Binding machine
· Overhead Projectors, acetates – PowerPoint
	· Photocopier
· Shredder 
· Loop system
· Laminator
· Scanner
· Laptop
· General office equipment

	7b.  SYSTEMS

	The post holder is required to be proficient with information technology to its full potential to support the duties listed under ‘Key result areas’.  Systems would also include:
· Bring forward system
· Paper and electronic filing systems
· SCI Gateway
· Electronic patient administration system 
· Electronic patient appointment booking system 
· Community Index Health (CHI)
· Turas – electronic Personal Development Planning system
· PECOS – electronic ordering system
· MICAD – Estates electronic reporting system
· Computerised room booking system
· Database for addresses/contact details e.g. using Access

The post holder is required to be familiar with NHS Fife Information Governance and IT Security Policies.



	8. ASSIGNMENT AND REVIEW OF WORK

	Work is generated by Community Diabetes Specialist Nurse, Clinicians, clinic users and Administration Services Manager.  The post holder is required to take responsibility, administratively, for the day to day running of the clinic; working closely with colleagues, managing own workload – ensuring deadlines are met.  The Administration Support Co-ordinator and Administration Services Manager supports the post holder, when necessary, giving guidance and advice.



	9.  DECISIONS AND JUDGEMENTS

	· Plans and prioritises workload.
· Make decisions about diary dates.
· Uses own discretion, as appropriate with level of responsibility, to deal with urgent matters in the absence of other colleagues/managers.
· Exercise initiative in dealing with telephone queries from clinic users and colleagues and when to seek intervention by Administration Support Co-ordinator, Administration Services Manager or relevant Clinician.
· Refers more complex issues to Administration Services Manager.



	10.  MOST CHALLENGING/DIFFICULT PARTS OF THE JOB

	· Prioritising workload to ensure that all deadlines are met.
· Maintaining diaries effectively.
· Priorities can shift on an hour by hour basis so the post holder must work flexibly to meet the needs of the service and maintain effective use of Managers time.
· Work can be interrupted frequently within reception due to demands of managers, visitors and phone calls.
· Setting up meetings for large numbers of people in many locations and also cancelling and re-arranging these meetings.



	11.  COMMUNICATIONS AND RELATIONSHIPS

	Internal
Daily personal, written, telephone and electronic communication with Community Diabetes Specialist, MCN staff and other H&SCP staff to ensure the smooth running of the Diabetes MCN and Reception.

Personal, written, telephone and electronic communication on a regular basis with staff at all levels within NHS Fife, H&SCP, including GP Practices, clinics, health centres, hospitals and other Divisions to transfer/clarify information.

External
Personal, written, telephone and electronic communication on a regular basis with:
· Fife Council (officers, managers and support staff).
· Pharmaceutical Representatives
· General Public



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

	Physical Skills
· Operate IT equipments – constantly
· Operate various office equipments i.e. photocopier, pc, printer – constantly
· Answer telephone – constantly

	Physical Demands
· Sit for prolonged periods – frequently
· Lifting and packing of deliveries/boxes - occasionally

	Mental Demands
· Concentration – constantly interrupted by telephone calls or visitors, when typing
· Concentration – frequently interrupted by managers and other staff and dealing with their diverse requests and queries.
· Working for multiple teams with overlapping demands – frequently
· Working to deadlines - frequently
	Emotional Demands
· Dealing with aggressive telephone calls – very occasionally

Environmental Demands
· Works in a Reception which can occasionally become overcrowded and noisy.
· Deal with upset/angry members of the public - occasionally.


	

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

	The post-holder requires to:
· Educated to Standard Grade / National 4 or equivalent in English and Maths.
· Possess an SVQ level 3 or equivalent in Administration related subject.
· Possess excellent telephone, communication, organisational and interpersonal skills and have a good standard of English and numeracy to be able to carry out the role safely and efficiently.
· Have previous secretarial / reception experience and good knowledge of office practices and procedures.
· Be proficient in the relevant IT packages to support the duties listed under the ‘Key Result Areas’.
· Have good keyboard skills, a minimum typing speed of 45 wpm and be proficient in Winscribe / audio typing.
· Previous knowledge of medical terminology would be advantageous.
· Have the ability to work using own initiative and recognise when guidance/advice is required.
· Identify training needs through Personal Development Planning.
· The post holder is required to be familiar with NHS Fife Information Governance and IT Security Policies 
· Your performance must comply with the “Mandatory Induction Standards for Healthcare Support Workers” 2009; and with the Code of Conduct for Healthcare Support Workers, both as amended from time to time, which are attached (further copies can be obtained on-line at www.workinginhealth.com/standards/healthcaresupportworkers or from your Human Resources Department).  Failure to adhere to the Standards or to comply with the Code may result in poor performance measures or disciplinary action and could lead to dismissal.



	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:
 Line Managers Signature:
 Head of Department Signature:
	

Date:
Date:
Date:
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