
NHS Grampian

Job Description

SECTION 1
	JOB  IDENTIFICATION
	


	Job  Title:

	Team Secretary 

	Department(s):

	Business Support Team
Primary Care Out Of Hours (GMED)Service
Moray Health and Social Care Partnership


	Location:

	Green Zone, Aberdeen Community Health and Care Village


	Hours:
	37.5 hours per week


	Band/Salary:
	Band 3 - £21,709 - £23,603


	Contract:
	Permanent








SECTION 2 
	
	Job Purpose - the reason why the post exists.  This should be a brief statement. It should not list all the tasks.
GMED covers the population of 600,739 across the whole of Grampian and there are in excess of 300,000 contacts recorded per year.   
Reporting to the Senior Admin Officer and the Operations Manager, this role is responsible for supporting the team in various administration and secretarial tasks, including attending and minuting service meetings and diary management. The post holder will also support rota management processes of all clinical and support staff rotas when required.
The post holder will have strong communication skills and have the ability to work effectively within the team. The post holder is expected to be able to manage workload to meet demands presented on a daily basis, prioritise workload, use own initiative, and well developed organisational and planning skills.

The jobholder must have the ability to work as part of a team and autonomously.

The jobholder arranges and minutes Team meetings when required.

The jobholder deals with phone calls and emails internally and externally to GMED department on a daily basis.

The team are responsible for the following core working systems for operations and reporting:

Rota Master / IQUS System
Payroll / SSTS
BOXI
BOXI Reporting
Adastra
Adastra SQL Reporting
Microsoft suite of applications


	
	Organisational Chart (Please identify this post clearly in the structure – as a minimum show 2 levels above and 2 levels below (where relevant). 
B3 Dispatchers
B2 Assistant Dispatchers

Drivers
B4 Rota Coordinator x1
B3 Administrator x1
B3 Team Secretary (this post) 
B5 Team Leader x1
Driver Team

Service Support Manager

Service Manager

Head of Primary Care
Operations Support Manager
B5 Team Leader x1
Dispatch Team
B5 Senior Officer x1
Business Support Team
B4 Logistic Coordinator x1





	1
	Communication and relationship skills

Provide and receive routine information; barriers to understanding/provide and receive complex or sensitive information 

Evidence:

· Exchanges information with staff and external partners; communicates complicated information to colleagues and staff from other departments.
· Works closely with team members to ensure efficiency and smooth running of team workloads.
· Works confidentially dealing with sensitive information on a daily basis.
· Accepts telephone calls; establishes degree of urgency and whether immediate access to the team is required. Upkeeps communication systems to ensure all accurately recorded messages are passed onto staff team member timeously.
· Relationships with: team members, other departments, GPs, NHS24, SAS, Police, Pharmacy.
· Ensures systems of communication within team are in place and operate effectively.
· Exchanges information with staff verbally, in person and in written format.
· Daily contact with colleagues across GMED service i.e. clinicians, drivers, dispatch, admin staff and management team.
· Regular contact with senior management team for support, communication, advice and performance appraisal and development meetings.
· Adhoc contact with Facilities & Estates services, Vendors & Contractors, and other hospital departments for communication and advice where necessary.


	2
	Knowledge, training and experience

Range of work procedures and practices; case level of theoretical knowledge

Evidence:

HNC in Business Administration or equivalent or can demonstrate experience of similar level.

Educated to Higher Grade Secretarial Studies or equivalent years working experience and a minimum of 5 Standard grades/National 5s including English and arithmetic.

Knowledge of secretarial or administrative procedures and systems, some of which are non-routine, knowledge of non-routine activities such as answering queries, progress chasing, task-related problem solving acquired through experience and/or training.
· Previous relevant experience or ability to be trained.
· Excellent interpersonal communication skills.
· Proficient in MS Word and other IT applications.
· Ability to cope under pressure/adaptable to workload demands.
· Ability to take own initiative and prioritize own tasks in complex situations and to meet multiple deadlines.
· Confidentiality and sensitivity in dealing with difficult issues.
· Lateral thinking and ability to consider different approach to working.


	3
	Analytical and judgemental skills 

Evidence:
 
· Judgements involving facts or situations, some requiring analysis.
· Jobholder manages own workload and acts independently.
· Ability to handle and deal with calls with tact and diplomacy.  
· Decides on urgent/non-urgent message for teams.  
· Ability to resolve situations when senior admin officer is unavailable.
· Prioritises own work.
· Decides appropriate layout of work.
· Guidance available from Senior Administrator, Operations Support Manager, Service Support Manager, Service Manager and colleagues.


	4
	Planning and organisational skills

Number of complex activities, formulation and adjustment of plans

Evidence:

· Assists in the management & maintenance of team electronic diaries and ensuring staff are aware of their day to day commitments.
· Co-ordinates of appointments on behalf of team.   
· Organises, attends and minutes team and service meetings.   
· Assists with booking of meeting rooms and IT systems, e.g. Laptops for clinical remote working.
 

	5
	Physical Skills

Developed physical skills

Evidence:

· Standard level of keyboard skills.
· Combination of sitting, standing and walking in order to perform a full range of duties.
· Requirement to use VDU more or less continuously during the day.
· Workload is mostly predictable.
· Driving skills.




	6
	Responsibilities for patient/client care

Assist patients/clients during incidental contacts/provides non-clinical advice, information to patients/clients/relatives

Evidence:
 
· Incidental contact with patients/communicates information with patients, carers relating to appointments.
· Deals with sensitive and confidential information/data.
· Provides and receive routine information requiring tact/provision of sensitive information. 


	7
	Responsibilities for policy and service development implementation

Follow policies in own role, may be required to comment/implements policies and propose changes to practices, procedures for own area

Evidence

· Follows secretarial procedures.
· May comment on proposals/implements secretarial and administrative policies for own work area.


	8
	Responsibilities for financial and physical resources

Handles cash, valuables/maintain stock control

Evidence: 

· Maintains departmental stationery stock.
· Processes invoices for authorisation.
· Supports the service with SSTS inputting.



	9
	Responsibilities for human resources

Evidence:

· Demonstrates own activities to new or less experienced employees/day to day supervision.
· Provides cover during periods of absence for other members of the business support teams within the team.


	10
	Responsibilities for information resources

Data entry, text processing, storage of data/take/ Responsible for supervising one or more operation systems, important job responsibility

Evidence:
 
· Filing, archiving.
· Administration of annual leave cards for all operational staff, collates information and advises Senior Admin Officer of staffing issues.
· Maintains personnel records for all staff.
· Data input of information onto Rotamaster, Adastra and SSTS to ensure information is up to date.
· Provides and receives routine information - the postholder must be able to explain things clearly and effectively.
· Responsible for sending and receiving e-mail correspondence and other documents on behalf of the Team.
· Knowledge of General Data Protection Regulation and Freedom of Information Act.


	11
	Responsibilities for research and development

Occasionally participate in Research and Development

Evidence:

· Undertakes surveys or audits as necessary to own work. E.g. staff surveys (iMatter).


	12
	Freedom to act

Guided by precedent and clearly defined procedures

Evidence:

· Clearly defined occupational policies.
· Works day to day without supervision. Work is managed rather than supervised.
· Manages own workloads. 
· Required to act independently.
· Uses own initiative and judgement when dealing with sensitive and confidential information/data.
· Ability to multi-task, to take own initiative and meeting multiple deadlines.
· Sets up and updates own office procedures to meet changing requirements.


	13
	Physical effort

Combination of sitting / standing / walking; Occasional requirement for moderate effort, short periods

Evidence:

· Frequent sitting or standing in a restricted position 
· Word processing and inputting
· Requirement to occasionally drive GMED vehicle.
· Attends, minutes and transcribes meetings when required.
· Maintains an effective filing system, with easy access to these and other documentation.
· Photocopying, faxing and distribution of information to Team.
· Provides support and cover to other members of the team when on leave. 
· Supporting the service by covering Dispatch rota gaps in the out of hours period when asked/as and when required.
· Supporting the service by implementing flexibility in working hours/patterns.



	14
	Mental effort
Frequent Concentration,  work pattern unpredictable

Evidence:

· Concentration required when taking minutes or helping with preparing rotas.
· Work pattern predictable.
· Having a varied role, the job holder must have excellent organisational skills as the work covers a diverse range of duties and involves considerable multi-tasking to meet tight deadlines.
· Continual interruptions to answer and resolve queries/questions and offer guidance.  Often using tact and diplomacy to deal with unhappy callers.
· Due to the close working relationship of the team, ability to deal with emotional and sensitive staffing/personal issues.
· Dealing with confidential/sensitive information.
· Assisting in covering for colleagues during adhoc absence with no reduction in own workload.
· Supporting the service by covering Dispatch rota gaps when asked/as and when required.
· Supporting the service by implementing flexibility in working hours/patterns.
· Ability to arrange and minute meetings.
· Effective communication skills, i.e. written, spoken and listening skills.


	15
	Emotional effort

Exposure to distressing or emotional circumstances is rare / occasional distressing or emotional circumstances

Evidence:

· Exposure to distressing or emotional circumstances is rare/occasional distressing or emotional circumstances.
· Limited exposure/type letters of a distressing nature.
· Dealing with conflicting demands and deadlines.



	16
	Working conditions
· Uses VDU more or less continuously.
· Uses computer for significant proportion of the day.
· The jobholder will be sharing an office with others.
· Constant interruptions and conflicting demands.





	
	PERSON SPECIFICATION

	
POST/GRADE: Team Secretary / Band 3

LOCATION:  Green Zone, Aberdeen Community Health and Care Village 

WARD/DEPARTMENT: Business Support Team, Primary Care Out Of Hours (GMED) Service, Moray Health and Social Care Partnership. 


	The Person Specification should meet the demands of the job and comply with current legislation.  Setting unnecessary standards may, for example, unfairly discriminate against one sex, the disabled or minority racial groups.  Applicants should be assessed in relation to their ability to meet the real requirements of the job as laid down in the job description.  With the exceptions relating to displaced and disabled candidates noted in Sections 5.3 and 5.4 of this policy, shortlisted candidates must possess all the essential components as detailed below.

	GENERAL REQUIREMENTS

	Factor
	Essential
	Desirable

	Qualification & Experience

	· HNC in Business Administration or equivalent or can demonstrate experience of similar level
· Proficient in Microsoft office and electronic mail systems

	· Previous NHS experience
· Knowledge of NHS Grampian Policies and Procedures
· Knowledge of Data Protection Act and Freedom of Information Act
· Previous NHS system experience e.g. Trakcare, Adastra, Rotamaster, SSTS etc.


	Circumstances & flexibility

	· Ability to work in a team environment
· Ability to multi-task
· Be adaptable to an ever changing environment
· Ability to work in a flexible manner

	

	Particular requirements of the post

	· Excellent Communication and  Interpersonal skills 
· Good organisational and time management skills
· Ability to prioritise
· Accuracy and attention to detail.
· Ability to handle sensitive situations with tact and diplomacy i.e. distressed staff or service personnel.
· Ability to problem solve
· Confidentiality
· Outgoing personality.

	

	Level of Disclosure check required
	· [bookmark: _GoBack]NONE
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