 (
Band 
3 
Clinical A&C Person Specification
)

	Competency
	Essential
	Desirable
	How assessed

	Qualifications and Training
	SVQIII/HNC in Secretarial Studies/Business Administration or equivalent

	
	C

	Experience and Knowledge
	Experience of working in an administration / secretarial environment within a large organisation.

Experience of working independently and as part of a team.
 
Experience of engaging effectively with professionals and patients / carers. Able to take account of users with diverse communication needs.

Aware of need for confidentiality in all aspects of working.

	Experience of NHS / clinical health services, systems and processes




	ACI

	Skills and Abilities
	Excellent organisational skills; able to prioritise and schedule workload.

Excellent oral and written communication skills; confident in communicating face to face, by phone and email.

Competent IT skills including:
· Advanced keyboard skills
· Audio typing / minute taking
· Proficient in Microsoft Office suite including Word, Excel & PowerPoint 

Proficient in use of email, intranet and internet; able to manage online calendars, generic mailboxes and distribution lists etc. 

	Knowledge of specific software packages/ systems including TRAK, eESS (HR system), SSTS (payroll system) and eHealth system

Experience of using digital platforms e.g. VC, MS Teams

Able to use range of formats for producing documents and resources including Adobe Acrobat.

	ACIT

	Personal qualities
	Good interpersonal skills 

Ability to use initiative and plan own work independently and collaboratively within teams.

Approachable, flexible, able to respond to requests and prioritise 


Able to demonstrate NHS Lothian values of quality, care & compassion, dignity & respect, honesty and responsibility in behaviour and attitude

Problem solving approach to tasks

	Able to work effectively and remain calm under pressure


	AI

	Specific Job Requirements
	To support the paediatric SLT team with clinical administrative requirements on a day to day basis

To manage key areas of work identified by the Service Lead and Band 4 A&C, coordinating with relevant SLT, Assistant and Administrative staff.  


	Required to visit and work across various sites in NHS Lothian.
	

	

	Key – how assessed

	= Application form
	I = Interview

	C = Copies of certificates
	T= Test or exercise

	P = Presentation
	R = References



1

