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Job Description

Post Title:


Administrator
Department:


Dorking Hospital
Responsible to:


Laurie Brown, 




Dorking Healthcare Operations  Manager
Purpose

The role of the Administrator is to 
· Provide high quality administrative support.

· To take a key role in supporting the management team 
· To work flexibly with other admin colleagues to ensure that workload pressures and absences due to annual leave and sickness are dealt with appropriately, by using available resources.

Principal duties

· Management of appointment availability ensuring clinic sessions are full and capacity is utilised correctly.

· Monitoring of 18 weeks database for potential breaches and mitigating where possible to avoid such breaches

· Scanning documents for non-Dorking patients seen at outreach sites

· Registering ultrasound referrals on patient database for non-Dorking practices and scanning on referral

· Recording of investigations and physio referrals
· Reconciling invoices from other health providers 

· Data entry on orders database and responsibility for ensuring kept up to date

· Holiday cover for other Dorking Healthcare administrator

· Administration support for operations manager

· General administration required within the department

· Back up telephone support for reception at busy periods
This job description is subject to review and development from time to time in liaison with the post holder. As an employee of Dorking Healthcare you will be required to adhere to all the organisations policies and procedures.
Decision Making & Advice 

Utilise personal initiative and judgement to implement effective systems of prioritisation and organisation ensuring that work is completed within agreed timescale.
Exercise independent judgement and initiative based on acquired experience and knowledge when queries or problems arise, by taking appropriate action to resolve the problems or referring them to the appropriate person.  Be expected to make decisions within the boundaries of this role
Standards of Business Conduct

The post holder will be required to comply with the organisations Policies and Procedures at all times, deal honestly with the organisation, with colleagues and all those who have dealing with the organisation including patients, relatives and suppliers.

Confidentiality

To ensure confidentiality in all matters relating to clients, to staff personnel issues and to information obtained during the course of employment. To not release such information to anyone else other than acting in an official capacity.

Performance Review

This job description only covers the key result areas and as such does not intend to provide a comprehensive list of objectives. Specific objectives will be subject to annual review in consultation with the postholder and may develop to meet changing needs of the service.

Equal Opportunities

The organisation aims to maintain the goodwill and confidence of its own staff, service users and the general public. To assist in achieving this objective, it is essential that at all times employees carry out their duties in accordance with the organisations Equal Opportunities Policy respecting the differing backgrounds of colleagues and clients.

Health and Safety

The post holder will be required to observe local Health and Safety arrangements and take reasonable care of him/herself and persons that may be affected by his/her work ensuring compliance with the requirements of the Health and Safety at Work Act (1974).

Continuous Improvement

The organisation has adopted a strategy for Continuous Improvement and all members of staff employed by the organisation are expected to play an active role in development and improving services to the benefit of service users. In-service training and development programmes are provided.

PERSON SPECIFICATION

	REQUIREMENT
	ESSENTIAL
	DESIRABLE
	ASSESSMENT PROCESS

	Qualifications
	- Good standard of general education with at least 5 GCSEs at grade C or above 

(to include English)

- Numerate and literate


	A’levels or above


	Application form and interview

	IT Skills
	- Intermediate Word

- Basic Excel

- Outlook, proficient in emails

- Experience using the Web
	Intermediate Excel

Advanced Outlook

Powerpoint

Access

Publisher


	Application form and interview
Test at interview

	Experience
	- Previous administrative experience.

- Excellent written and oral communication skills

- Management of a busy role and working for a number of senior staff

- Using spreadsheets on a regular basis

- Working autonomously


	Experience of audio typing

Experience taking minutes


	Application form and interview

	Training
	- A willingness to undergo personal development and learn new skills


	An interest in personal and role development 

Able to train new staff members in administrative procedures

	Application form and interview

	Personal Attributes
	- Professional attitude to work, diplomatic and calm under pressure

- Team player

- Able to work on own initiative

- Proactive and dynamic approach

- Excellent organisational skills

- Ability to prioritise and manage own time effectively

- Strong interpersonal skills

- Ability to communicate effectively at all levels


	Looking to develop own role
	Application form and interview

	Other requirements
	- Flexible and reliable

- Excellent health

	
	Application form and interview
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