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	1. JOB IDENTIFICATION

	 
Job Title:	Administrative Assistant

Responsible to :	Health Promotion Manager

Department(s):	Health Promotion Service

Directorate:	Fife Health and Social Care Partnership

Operating Division:	Primary and Preventative Care Services

Job Reference:

No of Job Holders:	2

Last Update (insert date):	November 2019




	2.	JOB PURPOSE

	
To provide a comprehensive secretarial and administrative support service to the Health Promotion Manager, Deputy Health Promotion Service Manager, Health Promotion Officers, support staff, and the Health Promotion Manager’s PA. 
To oversee the efficient and effective operation of the general office and reception areas.



	3.	DIMENSIONS
The post consists of two key elements:

Providing a comprehensive secretarial and administrative support, with minimum supervision, to the officers and support staff within the Health Promotion Service and the Health Promotion Service Manager’s PA.

Providing a reception / general office service as the first point of contact and information for external partners and members of the public in relation to the work of Health Promotion.



	4.	ORGANISATIONAL POSITION

	
 (
Health Promotion
 Service Manager
Primary and Preventative Care Head of Service
Senior Health Promotion Officers
Administrator
)









	5.	ROLE OF DEPARTMENT

	The Health Promotion Service is a crucial part of the developing Public Health workforce.  Its aim is to work towards improving health and wellbeing and reducing inequalities in health amongst people of all ages who live and work in Fife.
Health Promotion seeks to bring about positive change in population health and wellbeing by drawing on all relevant ‘thinking frameworks’ (e.g. social, medical, education etc) and perspectives to promote good physical, mental and social health.  It acknowledges that people need more than knowledge and skills to make appropriate choices concerning their health and so works in partnership at all levels with other agencies to improve life circumstances.  The work can be divided into 4 main areas:
· Education and Training
· Specialist advice
· “Hands on help” i.e. project planning and management, capacity building
· Information, resources and graphic design
Health Promotion Fife champions this intellectual and skills based approach combined with a positive ‘can do’ attitude in order to lead and support good practice in partnership working to effect change.


	6.	KEY RESULT AREAS

	1. 	Provide a high quality secretarial and administrative service to the Health Promotion Officers in compliance with NHS Fife policies and procedures. This includes:-

· Preparation of emails, letters and reports as required
· Preparation of mail distributions
· Collation and distribution of packs/materials
· Collation and report preparation of event evaluations
· Provide a central communications function for staff either verbally, electronically or by telephone.

2.	Deal with enquiries from the public, staff groups, internal and external agencies as a ‘first point of contact’, providing 	information, directing and prioritising queries as appropriate to ensure the efficiency and effectiveness of service delivery 	and with a high degree of competence in relation to customer relations which takes account of all abilities and diversity 	issues.

3.	Create and manage databases, ensuring information is accurate and up-to-date in line with data protection and GDPR guidance.

4.	Manage incoming and outgoing mail, responding where appropriate and directing/prioritising to assist the efficiency of 	service delivery.

5.	Contribute to organisational development of Health Promotion by identifying areas for improvement and recommending solutions.

6	Assume day-to-day responsibility for key administration functions e.g. general office stationery inventory, fault and maintenance 	reporting, information technology, to ensure effective running of the service.

7.	Create PowerPoint presentations, newsletters, evaluation reports, in accordance with Health Promotion Fife’s quality and 	Health & Social Care Partnership design standards.

8. Deputise for the Health Promotion Manager’s PA and carry out duties appropriate to the skills and competencies of this grade as directed by the post holder’s line manager to deliver the overall functions of the service.

9  Manage own workload with a minimum level of autonomy.



	7a.	EQUIPMENT AND MACHINERY

	· Laptop
· Telephone
· Photocopier
· Binder
· Laminator





	7b.	SYSTEMS

	· Using Microsoft office packages 
· Office filing system – electronic file-keeping
· Intranet and Internet research and information sharing
· Stationery stock control
· Preparing purchase orders for processing
· Fire register for the building to include staff and visitors






	8.	ASSIGNMENT AND REVIEW OF WORK

	The post holder is assigned work by their line manager, Health Promotion Manager, Deputy Health Promotion Manager and Health Promotion Officers.

The post holder is line managed and supported by a Senior Manager.

The post holder will meet on a regular basis with the Senior Manager to discuss workload and to review assignments.

The post holder will take responsibility for prioritising their workload with reference to the Senior Manager as required.

The Senior Manager will provide an annual individual performance assessment and agree a personal development plan with the post holder.




	9.	DECISIONS AND JUDGEMENTS

	Proactively manage workload using own initiative to organise, prioritise and make basic decisions to meet deadlines.

Exercise discretion and be fully aware of the need for confidentiality in sensitive areas

Respond courteously and supportively to enquiries from staff, other organisations and members of the public 

Consult with the Senior Manager on more complex matters 

Manage stock levels and order departmental stationery 




	10.	MOST CHALLENGING/DIFFICULT PARTS OF THE JOB

	Managing time effectively to meet the diverse requirements and competing demands of the staff workload.

Keeping track of building occupants including visitors for health & safety purposes.

Balancing the 2 key elements of the role with frequent interruptions associated with a busy general office / reception areas.








	11.	COMMUNICATIONS AND RELATIONSHIPS

	Communicates with internal and external agencies, by telephone, email, correspondence and face to face. The post holder must acknowledge the sensitive nature of the topics discussed and exercise tact and diplomacy.
Internal (all daily/frequently)
· Frequent contact with the Senior Manager, Health Promotion Officers and Health Promotion Managers PA to arrange meetings, coordinate administration tasks and process work in hand.
· Frequent contact with Health Promotion staff to exchange information, relay messages respond to enquiries / requests on behalf of Health Promotion Manager and Deputy Health Promotion Manager.
· Frequent contact with peers/colleagues within the department to establish good working relationships and to share information.
External (all frequently)
· Regular contact with NHS Fife/Fife Health & Social Care staff at all levels; organisations and agencies, both private and public sector; and members of the public.
· Regular liaison with suppliers and contractors to arrange deliveries / collections / distribution of Health Promotion resources



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

	Physical
· Heavy use of computer on a daily basis requiring a high degree of speed and accuracy
· Typing, note-taking
· Moving and handling resources, photocopying, creating and collating resource packs.
· Use of own vehicle to drive throughout Fife on an ad hoc basis
· General office housekeeping

Mental
· Prioritising workloads
· Up-to-date knowledge of IT software
· Concentration requiring sensitive handling of frequent interruptions – telephone, staff and visitors
· Pro-active planning

Emotional
· Awareness of self and others in maintaining productive relationships, and emotional self-management and assertiveness.
· At the forefront of Health Promotion as the first point of contact to a diverse client group, which includes people with disabilities and from different cultural backgrounds. 
· Providing a tactful and professional response in difficult situations
· Taking account of the needs of all occupants of Haig House
· Dealing with the demands of a large team, meeting tight deadlines while responding to pressure in a calm manner, using tact and diplomacy.
· This post entails dealing with enquiries from staff, other organisations and members of the public on a diverse range of subjects many of a sensitive nature.

Environmental
This post is office based the majority of the time with occasional requirement to move around the Cameron site and travelling to other sites throughout Fife to support events.

Minimal exposure to dust in storage areas 



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

	Good general education to at least Standard, SVQ level 3 or equivalent.

Demonstrable experience equivalent to working in an administrative or secretarial role

Proficient in use of Microsoft packages – Outlook, Word, Excel, Access, PowerPoint, Adobe, Publisher

Confident use of internet and intranet

Advanced keyboard skills

Excellent organisational and communication skills

Excellent interpersonal and customer relation skills

Ideally an interest in health and wellbeing

Experienced in team working  

Ability to work to deadlines

First Aid experience would be an advantage



  






Mandatory Induction Standards and Code of Conduct for Healthcare Support Workers – NHS Circular CEL(2010)23 
Your performance must comply with the “Mandatory Inductions Standards for Health Care Support Workers in Scotland” 2009; and with the Code of Conduct for Health Care Support Workers, both as amended from time to time, which will be issued with your contract (further copies can be obtained from Human Resources). Failure to adhere to the Standards or to comply with the code may result in poor performance measures or disciplinary action and could lead to dismissal; or if you are self-employed, such failure will be deemed to be a breach of an essential term of your contract, allowing us to terminate with or without notice.




	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:	………………..
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