NHS Lothian
Post:  Access Service Co-ordinator
PERSON SPECIFICATION



	Criteria
	Essential
	Desirable

	Personal Traits
	Understands and demonstrates the NHS Lothian Values of quality, teamwork, care & compassion, dignity & respect and openness, honesty and responsibility through the application of appropriate behaviours and attitudes.

Conscientious and reliable. 

Proactive in anticipating issues, and suggesting solutions.

High attention to detail.

Adaptable and flexible approach to work.

Able to remain calm under pressure.

Willingness to learn and develop in role.

	

	Qualifications & Training
Level of education, professional qualifications, training and learning programmes/courses.
	Extensive previous admin experience.
 
Advanced keyboard skills.

Knowledge & experience of medical terminology.

Good working knowledge of MS Office packages.

	Working knowledge of the NHS.

HNC/SVQIII in Secretarial Studies/Business Administration.



	Experience and Knowledge
Type of experience, level at which experience gained. Depth and extent of knowledge. 
	Knowledge and experience of the development and implementation of admin policies and procedures.

Experience of decision making within a fast paced environment.

Experience of team working.

Experience of collaborative working with colleagues from varying disciplines.

Experience in conflict resolution and dealing with patient complaints. 

Knowledge of NHS IT systems (e.g. Trak, SSTS, Vision).

	Appropriate experience of management of staff (preferably within the NHS).

Experience of managing change.

Health & safety knowledge.

Experience of staff training and development.


	Skills/Abilities
Range and level of skills, i.e. communication (oral, written, presentation), planning/organisation, numeracy, leadership etc.
	Excellent level of oral and written communication skills.

Highly organised with attention to detail.

Ability to prioritise and respond to sudden change.

Confident manner to deal with difficult situations.

Ability to remain calm under pressure.

Ability to meet deadlines.

Influencing and negotiation skills.

Confident IT skills and proficient in use of MS Office Applications. 

Ability to work with minimal supervision.
 
	

	Specific Job Requirements
Environmental conditions, unsociable  hours, car driver etc.
	Flexibility in approach to role and responsibilities.

May be required to visit and work across other sites in East Lothian HSCP and NHS Lothian.

	



