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JOB DESCRIPTION 

	1. JOB IDENTIFICATION

	Job Title:
Corporate Secretary
Responsible to (insert job title):
Nurse Directorate Business Manager
Department(s):
Nurse Directorate Support Team
Job Reference:


No of Job Holders:
One
Last Update (insert date):
4th June 2021



	2. JOB PURPOSE

	To assist and support the Nurse Directorate Management and Support Teams in the fulfilment of their roles/responsibilities by providing high level administrative and secretarial support. 
To support the PA to Nurse Director and Deputy Chief Executive in providing a high level administrative service to the Nurse Director and Deputy Chief Executive, including diary management.  

To support the Business Manager in ensuring the smooth operation of the administrative function of the office. 

To ensure actions are taken efficiently and delivered to high professional standards. 




	3. DIMENSIONS

	The post holder will work proactively and autonomously whilst maintaining good communication and ensuring effective teamwork.

The post holder will provide high quality administrative support to the  Nurse Direcotrate Management and Support Teams ensuring an effective, proactive and high standard of professional manner and practice is maintained. 

The post holder will provide high quality administrative support to the Nurse Directorate Business Manager and PA to the Nurse Director and Deputy Chief Executive to deliver key objectives on behalf of the Nurse Director and Deputy Chief Executive and wider Management Team. 
The post holder will fulfil the role of diary secretary to the Nurse Director and Deputy Chief Executive and will assist with the diaries of the wider management team as and when required.    

Much of the work is unsupervised and the post holder requires to use their own judgement when dealing with enquiries, e-mails, and correspondence where quick decisions are required.

The post holder has no budgetary responsibilities.



	4. ORGANISATIONAL POSITION
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	5. ROLE OF DEPARTMENT

	To provide a proactive, proficient and professional support function to the  Nurse Directorate Management Team to ensure effective leadership in the delivery of objectives. 
To provide a customer-focused first point of contact to the Directorate.


	6. KEY RESULT AREAS

	Provide efficient management of the Nurse Director and Deputy Chief Executive, and oversight of the wider management team’s diaries where required.  

Provide administrative support to the Nurse Directorate management team in a proactive way, ensuring actions are taken efficiently and delivered to high professional standards. This includes ensuring that the actions are customer (internal and external) focused, deliver the corporate objectives and comply with relevant legislation and policies (e.g. Health & Safety at Work Act, Freedom of Information Act, Disability Discrimination Act, Human Resource policies, Complaints Procedure, Data Protection Act).  
Exercising informed judgement in prioritisation of mail/e-mails, phone calls and enquiries on behalf of the Nurse Director/Deputy Chief Executive and wider directorate management team and as delegated by the Business Manager, which may be of a sensitive or contentious nature, ensuring that any necessary action is taken and responses are drafted where appropriate.  
To prepare Agendas, gather and circulate relevant papers for meetings timeously.  To provide secretarial support to the Nurse Directorate Business Meeting, Corporate Records Sub group , and other ad hoc meetings as required, and to produce accurate minutes in final form and take forward follow up actions.  

Provide support to the Business Manager and PA in arranging and supporting other meetings as required.  This may involve scheduling meetings on an annual basis, compiling agendas and co-ordinating the associated paperwork for distribution; attending, taking and transcribing minutes; producing follow up actions and distributing appropriately to ensure an accurate record of the meeting is maintained and that appropriate information is communicated throughout the service in order for these meetings to run effectively.
To manage and monitor annual leave, study leave and sick leave for the department, producing monthly monitoring reports and the completion of SSTS, and to ensure review dates are arranged for all senior managers in order to complete personal development plans and to ensure they are submitted timeously.  
Collate information to prepare and produce a variety of ad-hoc reports, letters and general correspondence as required by the Management Team, using various software packages such as Word, Excel or PowerPoint.  This information is then presented in an appropriate manner in order to portray a professional image and maintain the high standards of communication set within the department and by the organisation as a whole.
To produce reports, papers and briefings on behalf of the Management Team, with due regard to appropriate engagement of relevant colleagues, personal and/or political sensitivities, patient confidentiality and dignity for staff, seeking guidance from the Business Manager and PA  as required.

Formulate appropriate written and verbal responses to correspondence and enquiries from internal and external sources; handling of sensitive and confidential matters; and dealing with the public on behalf of the management Team.  This includes identifying and proposing solutions and resolutions to enquires, using judgement and initiative and by seeking and co-ordinating information from across the NHS system.  
To maintain the Nurse directorate AthenA page ensuring that it provides accurate information for users of the site at all times, e.g. meeting papers, 
To assist the Business Manager and PA with project work and to complete any other tasks as delegated. 

To provide support and guidance to two Support Secretaries as and when required.  

To provide cover within the team during periods of leave, ensuring work is not delayed, including: 

· Covering an agreed range of the Business Manager’s duties when he/she is on leave ensuring that work is not delayed in these periods.  

· To provide cover for the Wider ND support team during periods of leave as required. 
Maintain effective systems of documentation management to ensure information held is readily accessible to support the function’s work in an expeditious way and which complies with the Records Management Policy and Financial Instructions.  These include management and recording of incoming and outgoing mail, diary management, stock and non-stock requisitions, event bookings, travel/accommodation arrangements and filing of documents.  
To contribute to the Office Procedure Manual by producing procedures relating to own work area and reviewing at regular intervals to ensure the smooth running of the office at all times. 



	7a.
EQUIPMENT AND MACHINERY

	The postholder is required to use a personal computer for a full range of IT office systems for long periods of time, including:

· Microsoft Word, Excel, Powerpoint, Outlook

· Internet and Intranet, including developing and maintaining web pages 

· Standard range of office equipment is used including personal computer and printer, telephone, laptop, fax machine, scanner, videoconferencing and projection facilities

· Dictation equipment on an infrequent ad-hoc basis.


	7b.
SYSTEMS

	· Software systems – Word, Excel, Powerpoint, Outlook

· e-Expenses 

· PECOS

· SSTS

· Incoming and outgoing mail systems

· Tele and videoconferencing

· Filing system – manual and electronic

· Archive storage

· Bring forward system

· Internet and intranet

· Key contacts


	8. ASSIGNMENT AND REVIEW OF WORK

	Objectives will be identified and agreed with the Business Manager in line with the requirements of the post.

Work will be delivered via the Business Manager and PA however the post holder will be largely responsible for self-generating workload.  The remainder is demand led and generated by incoming correspondence, mainly e-mail.  The post holder will also be expected to complete tasks as delegated directly by the Nurse Director, Deputy Chief Executive as required.  
The post holder works with a high level of autonomy for specific tasks, anticipates problems and proposes solutions, instigates appropriate action on their own initiative and provides advice and information where appropriate without reference to senior staff.  Should a complex non-routine situation arise, advice and guidance is available from the Business Manager and PA.  Regular informal meetings will be held with the Business Manager and the wider team (weekly team huddles), the PA will provide supervision on a daily basis as required and the post holder will be solely responsible for ensuring duties are undertaken efficiently and accurately and objectives met.

Post holder takes part in annual appraisal and PDP process.


	9. DECISIONS AND JUDGEMENTS

	The post holder is expected to work with minimal supervision and is required to instigate action
on their own initiative on a daily basis, particularly in providing written or verbal advice and information in response to direct enquiries from within and out with the organisation.

The post holder plans and determines the administrative priorities with regard to enquiries to ensure deadlines are met.

The post holder exercises sound judgement in all aspects of confidentiality and communication pathways. 

Decisions are frequently time critical and the post holder will be required to exercise informed judgement on the appropriate course of action within the context of sound corporate governance, referring to the Business Manager or PA when required.
The post holder will require in-depth knowledge of organisational policies and procedures, e.g. Data Protection Act, e-Mail Security, Records Management, local Complaints procedures, Freedom of Information procedure.


	10. MOST CHALLENGING/DIFFICULT PARTS OF THE JOB

	To deliver a high quality administrative support service within a busy frontline department, ensuring that the post holder’s time is effectively organised. 
Dealing with difficult and demanding callers to the office. 
The volume of work can at times be considerable and of a complex nature, and the post holder must have the ability to prioritise and switch from one task to another, maintaining standards of accuracy at the same time as keeping track on other deadlines.

The ability to work as part of a team is essential.

To self generate work with minimal supervision to ensure the smooth running of the department.

Communication of information and collection/collation of information can be time consuming.  The post holder must ensure the information reaches staff timeously throughout the organisation and that a deadline is set.  The post holder must use their influencing and negotiating skills to inform staff when deadlines are not met in order to ensure efficiency in return of information.  



	11. COMMUNICATIONS AND RELATIONSHIPS

	Strong interpersonal and communication skills are essential to assist in ensuring an inclusive and integrated planning process to meet specified objectives.  The ability to establish and maintain effective communications with a wide range of people is paramount.  The post holder utilises all communication media in engaging with the following individuals and groups:

Internal 
· Directors 
· Board members, ex-officio members and advisers. 
· Health and Social Care partnership staff

· Staff from all NHS areas.
External

· Senior and support staff within the Scottish Government Health and Social Care Directorates.
· Local Authorities

· Members of the Scottish Parliament and Members of Parliament

· Senior and support staff within other NHS Boards in Scotland.

· Members of the public

· Academia

· Voluntary and other healthcare associated organisations.

One to one conversations, meetings and telephone discussions. The skills which have to be utilised to varying degrees often in confidential/sensitive/charged circumstances involving complex discussions, are negotiation, tact, diplomacy, influencing, advisory, guidance, training, listening and interpretation.




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

	Physical:

· The post holder will be required to sit for long periods of time, both when using a PC/laptop and for other duties.

Mental:

· The post holder will be required to process significant volumes of documentation and paperwork requiring an ability to assess timescales, recognise implications and prioritise work accordingly. 

· The post requires mental dexterity in dealing with a vast range of complex data, policy, strategy and information.

· Concentration in preparing original letters, responses, briefings and file notes in relation to complex documentation and issues.

· The post holder must ensure any information provided is accurate and must be easily understood by the receiver, whether NHS staff, external customers or members of the public.
· Attention to detail and ensuring the production of accurate work, given that there is frequent interruption.
Emotional:
· The post holder will require judgement in dealing with a wide range of people mainly at a senior level within and out with the organisation.

· The variety of issues and their sensitive/ confidential nature requires a degree of tact and diplomacy and good coping skills.

· Contact with members of the public can require sympathetic, patient listening skills.  Such contact can be aggressive and on occasion abusive and can require a clearly defined and confident approach.
Working Conditions:
· Normal office conditions



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

	Qualification and training:
Essential:

· Education to HND level in Business Administration or equivalent administrative experience.

· In-depth knowledge of Microsoft Office Software packages 

Desirable:

· ECDL

Knowledge:

Essential:

· Understanding of the health and care sector.
Desirable:

· Understanding of partnership organisations/community services
Experience:

Essential
· Working effectively as part of a team
· Experience of diary management 
· Ability and experience to compile letters and responses to meet users needs. 

· Experience of taking accurate minutes of meetings to final draft stage.

· Dealing with numerous concurrent tasks, often working to tight deadlines and within challenging timescales.
· Logical application, attention to detail and persistence and determination, regardless of task.

· Production of high standard of documentation.
Desirable
· Development of management and work-related systems.

Skills:
Essential

· Computer literate with in-depth knowledge in the use of Microsoft Office Software packages 

· Excellent communication skills, both written and verbal.

· Good interpersonal skills including diplomacy and discretion.
· Good problem solving and analytical skills.
· Team player.



Nurse Director and Deputy Chief Executive





Assistant Nurse Director (x2)





Deputy Nurse Director





Business Manager





Chief Nurse (x2)





Chaplaincy and Person-Centred Care Lead





PA to Nurse Director and Deputy Chief Exective





PA to ANDs x 3





Secretaries/Admin Assistants x 5





Corporate Secretary (this post)
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