JOB DESCRIPTION TEMPLATE

	1. JOB IDENTIFICATION

	Job Title:                                                                

Responsible to (insert job title):                             

Department(s):                            

Directorate:

Location:

Job Reference:

No of Job Holders:

Last Update (insert date):


	Personal Assistant to Senior Managers and Service Managers
Business Support Senior Officer
East Ayrshire Health & Social Care Partnership
Business Support
The Johnnie Walker Bond, Kilmarnock
One

25.02.2020


	2.  JOB PURPOSE

	To provide a comprehensive and effective administrative and secretarial service and support to the Senior Managers and Service Managers as well as to any other associated support staff in response to their requirements.

To work as a Personal Assistant to the Senior Managers to ensure effective organisation and day to day running of the Business Support Service, acting on the Senior Managers behalf including self-initiating replies, compiling, refining and responding to a wide range of communications both internal and external.


	3. DIMENSIONS

	NHS Ayrshire and Arran has a population of approximately 366,000 spit between the following local authority areas:

· North   135,490

· East     119,230

· South   111,670

The population is located across a large geographical area within a number of urban and rural settings, including the island communities of Arran and Cumbrae.  Ayrshire and Arran already has an above average number of older people within its population and it is expected that the number of elderly people will continue to increase ahead of the national average.  Currently services for older people and vulnerable adults are provided within a variety of primary care, community and hospital settings including:-

· 60 General Practices with attached district nursing and health visiting staff

· A range of out patients and AHP services within health centres, day hospitals and clinics

· 4 Community Hospitals

· 6 Day Hospitals (based in Largs, Irvine, Kilmarnock, Cumnock, Prestwick, Girvan and Maybole)
· Access to a range of Specialist Nurses

· A range of assessment, rehabilitation and continuing care services based in, Crosshouse, Ayrshire Central, East Ayrshire Community Hospital, Biggart and Ayr Hospitals

	.  ORGANISATIONAL POSITION









	5.   ROLE OF DEPARTMENT

	· To plan, design, develop and manage Services throughout NHS Ayrshire and Arran to meet patient needs in line with local and national strategies and priorities, involving patients, carers and the community in general in the development and delivery of integrated quality services

· Respond to the three Local Authorities in response to local and national priorities in relation to the needs of older people and vulnerable adults, ensuring the implementation of agreed plans to meet appropriate targets and objectives

· Delivering health improvement and services which meet the needs of individuals and local communities

· Enhancing integration within health services and improved joint working with key partners aimed at continuously developing to meet changing requirements given the increasing number of older people who are living longer with more complex needs

· Delivering transformational change through the development of an integrated care framework (pathway approaches)
· To ensure there is a robust, Corporate, Clinical and Staff Governance Framework across all services

	6.  KEY RESULT AREAS

	· To act as personal assistant to the Senior Manager to ensure effective organisation and day to day running of the Business Support Service.  Provide the first point of contact in the absence of the Senior Manager, maintaining effective communications with internal/external partners, ensuring paths of communication are open and individual queries are dealt with promptly. 
· To provide comprehensive administrative and secretarial support to the Senior Managers, undertaking various administrative duties, including diary management,  meeting preparation and minute taking, file system management, with a considerable degree of discretion to ensure optimal planning and organising of the workload of the Senior Managers and ensuring priority issues are addressed in a timeous fashion. 

· Organise and facilitate mandatory Adult Support & Protection training for NHS Ayrshire & Arran
· Prepare and collate data in relation to the completion of SSTS and monthly staff attendance figures. Update Empower with the Adult Support and Protection attendance statistics. 

· To provide and receive information, ensuring a good standard of English language, requiring tact and persuasive skills dealing with different members of senior management and multi-professional clinical teams.  This involves concise communication through verbal information.

· Communication with external organisations as required, including Scottish Executive, Local Authorities and other outside agencies.

· Requirement to create, format databases and spreadsheets information and reports both electronic and paper-based within specified timescales to support the Senior Managers to meet local area and national requirements.  
· Liaise directly with Service Manager to identify and obtain appropriate information required for regular management reports such as Performance Management Reports.

· Support the Senior Manager in Partnership Projects involving frequent communication with partner organisations. 

· Evaluate priorities when dealing with Senior Managers, Clinicians, external clients and staff representatives to ensure organisational targets within national parameters are achieved, exchanging and communicating confidential and sensitive information to facilitate achievement of designated tasks.

· The post holder is named as a proxy for the Health Care Manager’s e mail account with responsibility and discretion to action e mails where appropriate, without reference to the Health Care Manager.
· Undertake Display Screen Equipment assessments for staff when required.


	7a. EQUIPMENT AND MACHINERY

	· Personal computer/printer  

· Photocopier

· Facsimile Machine 

· Telephone/Answering Machine
· Scanner
· Laptop

· Projector 




	7b.  SYSTEMS

	· Postholder must be proficient in the use of MS Word, Excel, Access, Powerpoint, Outlook.

· Access Internet and Intranet to obtain information.

· Responsible for creating, formatting and populating databases.

· Understands the NHS Ayrshire and Arran’s Human Resources Policies and Procedures and can apply them consistently.

· Electronic data storage, eg, Word, Excel, Powerpoint.

· Electronic update of diary with regards meetings and appointments.



	8. ASSIGNMENT AND REVIEW OF WORK

	The breadth of responsibility of the Senior Managers and Service Managers– and the frequent requirement to work away from base - means that the postholder must operate with a high level of autonomy and has significant delegated authority to determine how the office functions.  Initiating problem solving, anticipating changing needs and implementing change.

Work is assigned from email, incoming mail, telephone calls and project tasks delegated by the Business Support Senior Officer and Senior Manager.
Work is also generated from the Services.  However, the postholder operates autonomously without supervision and with minimal advice and guidance, to meet the needs of the Services and maintain a high quality service.  The postholder prioritises the order in which the tasks/workload is completed taking into account level of importance and time constraints. Should a complicated problem arise, assistance is available from the Associate Nurse Director and the Business Support Senior Officer.

Objectives are set and reviewed annually with the Business Support Senior Officer and Senior Manager.



	9.  DECISIONS AND JUDGEMENTS

	Significant degree of autonomy, is not directly supervised and uses own initiatives to make basic decisions on how the Service functions, including, workload priorities, diary conflicts, office management, ensuring policies are implemented and safe systems of work are in place within the Service.




	10.  MOST CHALLENGING/DIFFICULT PARTS OF THE JOB

	Prioritising workload and working to tight timescales in a dynamic and ever-changing environment, balancing conflicting demands to maintain efficiency throughout the Services.
Understanding and working with Partner Organisations and other Directorates to deliver required services.

Assisting the Senior Managers and Service Managers in managing and leading operational line management to ensure that Divisional services are planned and delivered in a co-ordinated, open and responsive way, ensuring the most effective and efficient use of resources for the benefit of patients and staff.

Assisting the Senior Managers in ensuring that staff working at all levels are involved in and contribute to the Group Directorate’s objectives, to deliver the improvement in services to patients in line with local and national priorities.

Responding to urgent daily emergency pressures impacting on Senior Manager’s role.


	11.  COMMUNICATIONS AND RELATIONSHIPS

	Strong interpersonal and communication skills are essential to assist in ensuring an inclusive and integrated planning process to meet specified objectives.  The ability to establish and maintain effective communications with the Service.

Internal
Regular contact with key staff throughout the Directorate to assist the Senior Managers in ensuring involvement in the delivery of the change agenda, feedback and to ensure integrated delivery to patients, against specific targets.  Contact is also required, on a limited basis, with Directors, to assist the Senior Manager in ensuring key links of operational management and professional leadership.

Regular contact is achieved on a daily basis.  Communication can also be written including email or orally, via the telephone or face to face, acknowledging the sensitive nature of topics discussed in confidentiality using skill, tact and diplomacy.  The purpose of the communication is also to promote flow of work, obtain and provide information, and develop good working relations between staff/departments.

External

Contact with senior staff in the NHS Board, Community Health Division, Scottish Executive, Health & Social Care Partnerships and National Bodies. 

Regular contact is achieved on a daily basis.  Communication can also be written including email or orally, via the telephone or face to face, acknowledging the sensitive nature of topics discussed in confidentiality using skill, tact and diplomacy.  The purpose of the communication is also to promote flow of work, obtain and provide information, and develop good working relations.




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

	Physical

· Combination of sitting, standing, and walking.  

· Driving skills – required to drive on occasions to other locations.

· Sitting for long periods in a restricted position at PC – Display Screen Equipment risk assessed.

· Occasional requirement for moderate effort.

· Advanced keyboard skills.

Mental
· Concentration in preparation of reports, presentation, compiling minutes/correspondence, checking information, reading draft documents for comment.

· Must have the capability to recall procedures and switch between tasks effectively and efficiently, in view of the many interruptions and diverse situations at short notice.

Emotional

· The ability to respond to a diversity of difficult situations brought by the administrative staff is paramount.  This often requires a sympathetic and tactful approach along with excellent listening and communication skills to resolve the various situations, which arise.

Environmental

· Frequent requirement to use VDU including recording minutes directly on to portable laptop.
· Exposure to verbal/physical aggression, hazardous or unpleasant working conditions, is rare.

· Extended working day to meet demands of service.



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

	Qualifications

HND in Business Administration

ECDL or equivalent knowledge in Microsoft packages

Experience

Proven secretarial experience of working at a senior level           Essential

Experience in minute taking                                                          Essential

Excellent communication skills both written and verbal                Essential

High standard of literacy and numerical skills                               Essential

Advanced keyboard skills                                                              Essential

Experience of NHS environment                                                   Essential                     

Understanding of NHS inter-disciplinary networks                        Desirable

Knowledge

Microsoft packages including Word, Excel, PowerPoint, 

Access and Outlook                                                                        Essential


	14.  JOB DESCRIPTION AGREEMENT

	A separate job description will need to be signed off by each jobholder to whom the job description applies.

Job Holder’s Signature:

Head of Department Signature:


	Date:  

Date:  


Associate Nurse Director





Business Support 


Senior Manager





Business Support 


Senior Officer





Personal Assistant
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