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Job Description

	1. JOB IDENTIFICATION


	Job Title
	Receptionist/Administrative Assistant



	2. 
	Department(s)/Location
	Clinical Research Centre,

Ninewells Hospital & Medical School

	3. 
	Number of job holders
	1

	4. JOB PURPOSE

The primary purpose of the job is to undertake across-the-board Reception duties for the Clinical Research Centre (CRC). The post-holder will also be required to provide general clerical/administrative support as required. 



	5. ORGANISATIONAL POSITION
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	6. SCOPE AND RANGE

The Tayside Medical Science Centre (TASC) combines the research strengths of the University of Dundee with NHS Tayside and is the East of Scotland node of Health Science Scotland, funded by the Chief Scientist Office, Scottish Government Health & Social Care Directorates. TASC brings together, within a single organisational framework, the existing functions of the Clinical Research Centre, the Tayside Clinical Trials Unit, the Tissue Bank, and the joint functions of the NHS Research & Development office and the University's Research & Innovation Services (in relation to clinical research). 

The Clinical Research Centre is the hub facility of TASC Clinical Research Facilities (CRFs). The centre is a state-of-the-art facility providing dedicated space equipment and highly trained research staff to support clinical researchers in delivering high quality research in Tayside.

As a member of the Clinical Research Centre Team, the post holder will undertake a variety of reception and general clerical/administrative duties, contributing to the day-to-day smooth running of the CRC.

Though mainly based in the CRC the post holder may also be required to undertake similar duties in the other TASC CRFs including The Gannochy Clinical Research Suite at Perth Royal Infirmary.


	7. MAIN DUTIES/RESPONSIBILITIES

1. Provide reception duties for the CRC. Greet and deal with all personal, telephone and email enquiries from patients, volunteers, staff and visitors in a professional and tactful manner, directing to appropriate personnel and advising on proper channels of communication as needed. Direct and prioritise queries as appropriate to ensure efficiency and effectiveness of CRC. 

2. Carry out diary/appointment management entering patient /volunteer appointments, room and equipment bookings and participant attendances on CRF Management Database and relevant clinical administration systems.

3. Undertake house-keeping duties within the general CRC areas and meeting rooms, supplies ordering and maintenance of stores, and follow security and locking up regimes.

4. Receive deliveries for CRC and ensure they are dealt with appropriately.

5. Receive and dispatch medical records for research clinics, locating and collecting from medical records and other departments as required, ensuring tracker documentation is completed.

6. Provide administrative support for a range of CRC meetings and events e.g. receiving participants, booking venues, assisting with set-up of the meeting room,

7. Provide general administrative/clerical support to CRC staff, as required and as directed by the CRC Administration Manager.

8. Process and follow through NHS Tayside maintenance orders and fault reports on behalf of CRC, and adhere to Health and Safety policies and procedures.

9. Maintain an awareness of and comply with NHS Tayside/University of Dundee policies, in particular Data Protection and IT Security, and HR/Workforce Policies, being aware of their impact on others and any mandatory training requirements.

Induction Standards and Code of Conduct

Your performance must comply with the national “Mandatory Induction Standards for Healthcare Support Workers in Scotland” 2009, and with the Code of Conduct for Healthcare Support Workers.



	8. COMMUNICATIONS AND RELATIONSHIPS

Effective communication is required with patients, clinical research participants, visitors and staff at a range of levels within NHS Tayside and University of Dundee e.g. Research Nurses, Consultants, Senior Managers. 

Communicates tactfully with patients, deals with enquiries where there may be barriers to understanding.
Postholder is required to liaise with external organisations from a wide range of disciplines. It is essential  therefore that the postholder is able to communicate confidently and effectively through written or verbal communication.
Postholder must ensure strict confidentiality when dealing with the work of NHS Tayside

relating to patients, staff or professional bodies.


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

       QUALIFICATIONS

The postholder should possess good numeracy and literacy skills evidenced by attainment of formal qualifications at secondary school level or gained through subsequent work experience.


EXPERIENCE

· Reception skills, and must have good interpersonal, organisational and prioritisation abilities.

· Experience of working with members of the public, ideally in healthcare environment

· Previous experience of using MS Office including Word and Excel 

· Meetings administration 

· Track record with high level of accuracy, attention to detail and consistency

· Knowledge of NHS organisation/public sector

· Knowledge of patient administrative systems acquired through job training 



	10. ESSENTIAL ADDITIONAL INFORMATION

SYSTEMS AND EQUIPMENT

· MS Word

· MS Excel

· Email

· Electronic Diaries

· Fax

· Photocopier/scanner

· PC

· NHS Tayside Intranet/UoD networks and systems

· NHS Clinical administration systems

RESPONSIBILITY FOR RECORDS MANAGEMENT

 All records created in the course of the business of NHS Tayside are corporate records and are public records under the terms of the Public Records (Scotland) Act 2011. This includes email messages and other electronic records. It is your responsibility to ensure that you keep appropriate records of your work in NHS Tayside and manage those records in keeping with the NHS Tayside Records Management Policy and with any guidance produced by NHS Tayside specific to your employment.


	11. PHYSICAL DEMANDS OF THE JOB

Sitting for long periods of time using the PC incurs repetitive movements in relation to keyboard use. 

Frequent walking within own department and to other departments e.g. e.g. collecting and/or delivering casenotes, prescriptions, etc.


Emotional demands

Postholder is expected to respond to unpredictable work demands including frequent interruptions which can lead to a change of task on a daily basis whilst still being expected to complete tasks within given timescales

Postholder is required to concentrate for prolonged and intense periods of time on specific items of work, but may be distracted to answer telephone calls or personal enquiries.

Stressful as sometimes has to prepare work at short notice to meet urgent deadlines (weekly).

Maintain consistent professional behaviour in unpredictable and stressful situations (daily basis).

Occasionally may have to deal with distressed patients or relatives.

Managing verbal and non-verbal behaviour in self and others responding in a professional manner at all times.

Maintain high level and consistent professional behavior in unpredictable and stressful situations.



	12. DECISIONS AND JUDGEMENTS

Postholder will be required to maintain day to day running of tasks without direct supervision.

Objectives are agreed with the CRC Administration Manager on an annual basis.



	13. MOST CHALLENGING/DIFFICULT PARTS OF THE JOB

Ability to multi-task on demand requires ensuring workload be completed to appropriate standard.

Workload can be unpredictable as changes often occur at short notice.



	14. JOB DESCRIPTION AGREEMENT

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

         

	Job Holder’s Signature:


	Date:

	Head of Department’s Signature:


	Date:


Tayside R&D Director





CRC Co Director





CRC Administration Manager





Receptionist/ Administrative Assistant












