NHS GRAMPIAN

AGENDA FOR CHANGE

NHS GRAMPIAN

JOB DESCRIPTION 

	1. JOB IDENTIFICATION
The information required in this section is straightforward and is required primarily for administration.

Please complete all sections apart from the jobholder reference and note that the job holder(s) names should be listed.   This page will be removed before submission to the Matching Panel as it is intended that the job descriptions will be anonymous.   The Agenda for Change Team will therefore devise a job reference number system to link job descriptions and job holder(s).

Job Title:                           Administration Assistant – 3 months fixed term 

                                           contract
Department(s):                 NHSG GO Health Service 
Job Reference:
Names of Job Holder(s):  


	


	Job Holder Reference:



	2. JOB PURPOSE
To provide comprehensive and high quality administrative support as required to the Occupational Health Service team and to assist in the efficient operation of the department.



	3.   ORGANISATIONAL POSITION
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4. SCOPE AND RANGE



	5. MAIN DUTIES/RESPONSIBILITIES
· Prepare for clinical activity by:                                                                   20%

· Booking clinical appointments, ensuring all relevant information has been scanned to record.
· Matching incoming mail, blood results and needlestick results to clients’ notes.

· Ensuring the security and confidentiality of data at all times.

· To undertake reception duties.                                                                    20%
· Answer telephone, check voice mail, dealing with enquiries, filtering or redirecting calls when appropriate, taking messages, greeting clients and visitors on arrival, checking appointments, making repeat appointments and pursuing delays to ensure best use of clinical time. 

· Opening, logging, prioritising and distribution of incoming mail, ensuring that all correspondence is dealt with promptly and efficiently.  Separate mail into internal and external posting and sent out on a daily basis.
· Despatch letters and fit forms to all relevant parties and upload copies to eOPAS.

· Ensure adequate supplies of departmental documentation are available.

· Processing Pre-Employment Questionnaires.                                                20%
· Uploading new clients’ details onto eOPAS (dedicated Occupational Health Service database) and updating information on existing clients in line with GDPR.

· Uploading questionnaires into client record.
· Appointment booking.
· Liaison with Recruitment to prevent delays.
· Provide comprehensive administrative and clerical service to the Occupational Health team, to include:                                                                                                20%
· Maintain OHS generic email service.

· Email reports, workplace adjustment programmes and fit notes to managers, clients, HR and designated others as directed by OHS clinical staff.

· Upload correspondence to client records to ensure quick retrieval of information to provide prompt replies and efficient administration.

· Assist in maintaining team members’ clinical and non-clinical diaries, including scheduling appointments and arranging meetings and venues to ensure best use of resources.

· Organise management referral appointments.                                                      10%
· In consultation with OHS clinical staff, processing management referrals, and ensuring correct details uploaded onto eOPAS.  

· Allocate appointment times in liaison with clients and managers. 

· Ensuring appropriate documentation filed within client record.

· Miscellaneous Duties:                                                                                            10%
· To undertake ad hoc administration tasks as required, e.g. immunisation data inputting, organising medical student pre-placement appointments, health surveillance appointments and associated administration.

· To undertake projects as directed by Senior Management Team to review and improve service delivery.



	6. SYSTEMS AND EQUIPMENT
Computer packages – Microsoft Office, email, intranet and internet.

Printers, photocopier, telephone, audio transcribing machine for processing audio work.

eOPAS – dedicated Occupational Health data system to access clinical records, recall clients for clinical interventions and inputting information for recording and recalling.

Shared electronic drive
System for retrieval of blood results

System for setting up of daily clinics

System for typing and recording of typed work

System for dealing with incoming mail and outgoing mail

System for dealing with enquiries and messages

System for scheduling appointments, meetings, etc.

Needlestick injuries and blood results

Pre-employment questionnaires

Management referral appointments



	7. DECISIONS AND JUDGEMENTS
The postholder assists in the handling of ad hoc queries face to face, email and by telephone. Giving out of non-clinical information and deciding appropriate action in consultation with Lead Administrator if appropriate. Decision making within delegated areas of responsibility e.g. ordering and maintaining stocks of stationery etc.  Makes recommendations for any appropriate changes in procedures which are discussed with Business & Admin Managers and any other staff involved/effected by change before agreed.

Judgements involving confidentiality.

Judgements involving scheduling appointments to ensure best use of clinical time. 



	8. COMMUNICATIONS AND RELATIONSHIPS
Communicates face to face, MS Teams, telephone, email with colleagues, Human Resources, managers and other personnel from within NHS Grampian and external contractors/stakeholders.

Requires ability to communicate effectively in a helpful, friendly and polite manner with customer focus.  Sometimes need to be assertive to ensure confidentiality and security procedures are adhered to, e.g. will not divulge information about a client in line with GDPR and board policies.

Maintain good relationship with other members of the team.   

Motivational skills to encourage compliance in the attendance of appointments.



	9. PHYSICAL DEMANDS OF THE JOB
Keyboard skills and working to deadlines.  Requirement for speed and accuracy.

Confidentiality.

Sitting and using VDU for long periods of time – repetitive wrist and finger actions
Dealing with ad-hoc problems and queries.   Prioritising workload.  

May require to drive short distances to support clinical staff at peripheral clinics.


	10. MOST CHALLENGING/DIFFICULT PARTS OF THE JOB
Trying to allocate appointments to suit clients needs and the needs of the department 

Pressure to ensure work meets timescales requiring multi-tasking skills
Ability to prioritise workload whilst dealing with the unexpected (difficult or challenging clients)

Knowledge of all colleagues’ posts within A&C to be able to provide adequate provision of service in times of absence.

Repetitive work


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

Standard Grades or their equivalent; one of which must be English 

Knowledge of computer systems and data base 

Good organisational and administrative skills 

Professionalism, excellent communicator, able to work as part of a large team and able to use own initiative.  Flexible approach and willing to promote NHS Grampian Occupational Health Service.

Driving licence preferred (but not essential)



NHS GRAMPIAN 

PERSON SPECIFICATION

POST/GRADE: 
Administration Assistant – Band 3 (Fixed Term Contract) 

LOCATION/HOSPITALS:
Foresterhill Lea, ARI Campus 

WARD/DEPARTMENT: 
NHS Grampian, GO Health Service 












	ATTRIBUTES
	ESSENTIAL
	DESIRABLE

	Qualifications


	Educated to Standard Grade and/or Higher Grade levels.


	Secretarial / administration Qualification

 

	Experience


	Accurate keyboarding skills;

Knowledge of Microsoft Office computer systems and databases.  

Experience of working within a fast paced and changing environment

Experience of providing support to a Team.  
	Knowledge of occupational health service processes and procedures; 

Knowledge of eOPAS



	Special Aptitude and Abilities

 
	Demonstrable experience of handling confidential and highly sensitive information.  

Good organisational and administrative skills 

Ability to prioritise and meet deadlines

Proven ability to work on own initiative whilst being able to work as part of a fast paced Team.  

Attention to detail and accuracy whilst inputting large data sets

 
	Knowledge of the Equality and Diversity Act and General Data Protection Regulations (GDPR) and demonstrate compliancy.  

	Disposition


	Good communicator 

Reliable and flexible to changing needs of service


	

	Physical Requirements


	Smart appearance 

Sit for long periods of time

Make repetitive movement with fingers, hand and wrists when data inputting large sets.  

Working frequently at close- visual range 


	

	Particular Requirements

of the Post


	Able to work as part of a team and on own initiative 

Effective interpersonal, organisational and communication skills

Prioritisation and time management skills 
	Driving licence 








Services provided from within NHS Grampian Occupational Health Service to 21,000 employees of NHS Grampian plus external contracts ranging from:





Pre-employment screening


Immunisation programmes


Attendance Management


Redeployment programmes


Employee support through self-referrals, management referrals, rehabilitation and counselling


Support also for statutory health and safety requirements in the health surveillance programmes


Wellbeing Hub








