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	1. JOB IDENTIFICATION

	Job Title:                                      Secretary
Responsible to:                           Administration Manager
Department(s):                             Business Administration 

Directorate:                                  Mental Health Services 
Job Reference:

No of Job Holders:                       1
Last Update:                              February 2020



	2.  JOB PURPOSE

	To provide a comprehensive, confidential secretarial and clerical service to GP Prescribers and ANP’s (Advanced Nurse Practitioners) within Mental Health Services Directorate.


	3. DIMENSIONS

	To have an understanding of the Post’s responsibilities and position within the Multi-Disciplinary Team’s framework allowing efficient provision of appropriate secretarial support.

Service Manager                                           1

Team Leaders                                               1
Charge Nurse                                                8
Staff Nurse                                                    10
Community Addiction Worker                        1

Assistant Community Addiction Worker        1
Addiction Support Worker                              6
Peer Recovery Worker                                  1 
Occupational Therapists                                3
Consultant Psychiatrist                                   2 
Speciality Doctor in Addictions Psychiatry     1
GP with Special Interest                                 5 

Specialist Pharmacist in Substance Misuse   2 
ANP                                                                2
                     

	4.  ORGANISATIONAL POSITION
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	5.   ROLE OF DEPARTMENT

	Addiction Services

The service plans, designs, develops, implements and manages alcohol and drug treatment and recovery focused services in line with local and national strategies and priorities by involving patients, carers and the wider community in the development and delivery of an integrated quality service.  The service also acts as a source of expertise, support and intervention to other professionals, service users and the community to provide a comprehensive range of specialist prevention, education, and information services for alcohol and drug use.

All these functions are delivered via a specialist team structure, Community Addiction Team and RADAR (Rapid Access to Drug and Alcohol Recovery) service.  These services are delivered within various settings including community, home, hospital and prison.

The service is located within the Mental Health Partnership and is an integral part of the planning, management and development of the partnership.

The service delivers evidence based, intensive, support to those most in need.  A range of interventions are delivered including severe mental illness/mental illness; physical and sexual health and addiction related treatment interventions.  In addition staff deliver detoxification and alcohol relapse and recovery focused interventions.  This list of addiction related interventions is not exhaustive.  The Service also provides support through training, mentoring and consultancy to staff working with individuals with mild to moderate levels of problem.  Other services include training, prevention activities, resources, information technology, liaison services and planning and monitoring. 

The service is critically involved in the planning, design and delivery of care often in a hostile and contentious environment and works in close partnership with other organisations and agencies through Mental Health, NHS and Community Planning.  The service is involved in 
joint commissioning with three Local Authorities via the 3 locality Alcohol and Drugs Partnerships (ADP’s). As a partner organisation the service is involved in monitoring of several service providers and ensures that internal and commissioned services work to agreed national and local standards of performance and activity through monitoring health care governance arrangements.


	6.  KEY RESULT AREAS

	· To ensure that policies on Confidentiality of Patient Information and Data Protection Act of patients medical records are strictly adhered to.
· Preparation and documentation of patients’ medical records for East Ayrshire clinics within the Mental Health Services Directorate.

· Appoint all outpatient appointments East Ayrshire via PMS ensuring that outcomes and follow up appointments are processed timeously.
· Maintain and update SAMS (Shared Addictions Management System), PMS (Patient Management System) and Care Partner (clinical record) ensuring information is accurate and up to date.

· Provide a high quality secretarial and clerical service for the GP Prescribers and ANP’s to ensure efficiency in patient care.   

· Provide accurate and timeous information to GPs regarding patients by producing appropriate word processing letter/documentation as well as clinical information to patients and GPs by clinical email/EDT.
· To undertake photocopying, scanning and electronic mail duties.

· Deal with telephone and face to face enquiries from all staff groups, patients, relatives, carers, providing information, directing and prioritising queries as appropriate, to ensure efficiency and effectiveness of service delivery.

· To be responsible for maintaining filing system and retrieval as required.
· Manage mail, responding where appropriate and directing/prioritising to assist in the efficiency of the service delivery.
· Covering for administration staff within the East Ayrshire Health & Social Care Partnership during periods of annual leave/sickness as well as undertaking any other duties as may be delegated by the Administration Manager.  The post holder may be required to travel across various sites/bases within Ayrshire & Arran.



	7a. EQUIPMENT AND MACHINERY

	· Personal Computer (PC)
· Multifunctional Device (MFD)
· Audio equipment

· Office Equipment i.e. telephone system, printer)




	7b.  SYSTEMS

	· Digital Dictation

· PMS (Master Patient Index) 

· Care Partner (Clinical Database) 

· SAMS (Shared Addictions Management System) statistical information

· eESS   

· Electronic Risk Register 

· Electronic data storage e.g. Word, Excel, PowerPoint
· Office filing system




	8. ASSIGNMENT AND REVIEW OF WORK

	The post holder works directly to the GP Prescriber and ANP’s

Workload is generated by the clinical caseload and professional roles of the GP Prescriber and ANP’s
Line Management support is provided by monthly meetings and annual appraisal.




	9.  DECISIONS AND JUDGEMENTS

	The post holder is not directly supervised and uses own initiative to make decisions and judgment ensuring patients appointments are utilised effectively and efficiently  

The GP Prescriber, ANP or Line Manager is available to advise on more complex matters.




	10.  MOST CHALLENGING/DIFFICULT PARTS OF THE JOB

	· Working to locally agreed timescales 

· Dealing with distressed, anxious or verbally abusive patients by telephone/face to face whilst at all times maintaining a sympathetic and tactful approach

· Dealing with relatives/carers of patients who may be quite anxious

· Managing time effectively, prioritising and organising work to meet competing demands in support of the GP Prescribers, ANP’s
· Using initiative in a busy and pressurised environment with minimal supervision

· Developing and maintaining protocol/systems as determined by the Service




	11.  COMMUNICATIONS AND RELATIONSHIPS

	Communication is through personal contact, correspondence and meetings.  Direct contact is essential as this is a continuous need to achieve and give the relevant information to all parties listed:
Internal                                                                       External 

Medical staff                                                                Mental Welfare Commission 
Medical Secretaries                                                    Patients and patients relatives

Nursing staff                                                               Other hospitals

Clinical Nurse Co-ordinators                                      Police

Team Leaders                                                            Department of Work and Pensions

Hospital Staff                                                              Procurator Fiscal/Sheriff Clerk

Administration Staff                                                    GP’s

Patients and Relatives                                               Social workers

                                                                                   Community Mental Health Teams




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

	Physical Skills: 

Pulling and filing of case notes.  The case notes are kept in shelving areas which requires stretching above head level and bending to floor level.  Case notes can be bulky and require a great deal of physical effort to move.  Manual handling training is mandatory.  

Typing and inputting data for long periods of time requiring the use of PC.
Mental Demands:

A high level of concentration required when producing appropriate word 
processing letter/documentation and inputting data to the patient management system 
(PMS) and when filing of correspondence to case notes.

Frequent interruptions caused by telephone calls and reception.  

Work required to be completed to timescales.

Emotional Effort/Skills
Dealing with distressed, anxious or verbally abusive patients by telephone/face to face.

Environmental Effort/Skills:

Office environment




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

	Qualifications

SVQ Level III in Business Administration or equivalent experience

Essential

Educated to ‘O’ Grade / Standard Grade Credit / National 5 level in English and Maths

Essential 

Recognised IT qualification in Microsoft Office packages

Essential 

Experience

Excellent communication skills both written/verbal

Essential

Advanced keyboard skills

Essential

Minute Taking experience 

Essential 

Experience in electronic diary management 

Essential 

Electronic filing systems management                                               

Essential 

Proven secretarial experience

Essential 

Experience of working within an NHS environment 

Desirable 

Knowledge

Microsoft Office packages including Word, Excel, Outlook, Teams 

& PowerPoint

Essential 

Understanding of NHS inter-disciplinary networks

Desirable 

Other

Ability to adhere to strict maintenance of confidentiality

Essential 

Flexibility to adapt to change and last minute demands 

Essential 

Car driver

Desirable 
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