UNITED BRISTOL HEALTHCARE NHS TRUST

JOB DESCRIPTION

Post:
Personal Assistant to Management Team – Specifically the Head of Division and Divisional Manager
Grade:

Band 4
Hours:

Full Time 
Location:

Management Office, Old Building, BRI

Responsible to:
Divisional Manager



JOB PURPOSE/SUMMARY

The Personal Assistant will provide an efficient, effective administrative and secretarial service for to the Management Team. The post holder will be responsible for typing of routine correspondence, reports and official documents, filing, photocopy, arrangement of meetings and appointments, keeping of paper and electronic diary and taking enquiries both in person and by telephone.  

MAIN DUTIES AND RESPONSIBILITIES

1. To provide administrative support to the Management Team through prioritising the workload and dealing with or referring enquiries as appropriate and ensuring the smooth and efficient running of the office and maintaining confidentiality at all times.

2. To undertake the word processing of letters, documents and general correspondence and administer and filing/photocopying  relevant copies/record keeping and to formulate straightforward responses on behalf of the Management Team.

3. Maintain both paper and electronic diary for the Head of Division, Divisional Manager and the Assistant Divisional Managers, arrange meetings, appointments and conferences. 

4. Bring forward documents and papers needed for meetings and devise systems to facilitate recall as necessary.

5. Open mail and take appropriate action using initiative to prioritise issues and respond on behalf of the Management Team.

6. Deal with telephone enquiries from staff, public and outside agencies.

7. Deal face to face with patients, relatives, hospital staff and visitors to the office and action as appropriate within sphere of influence and practice.

8. Attend meetings as necessary in order to take Minutes for processing and distribution.

9. Be responsible for prioritising own workload.

10. To undertake minor project work at the request of the Management Team, initiating the project and preparing summary reports.

11. To maintain files for the Registrar of Interests and Hospitality 

12. To manage co-ordination of complaint investigations and collect and return quarterly complaint and compliment returns on behalf of the Management Team, in the absence of the Complaints co-ordinator.

13. Maintain Adverse/Near Miss incident reporting system.  This will include report preparation and statistical presentations.

14. To maintain staff records as required eg Management team’s Annual Leave, Sickness etc records.

15. Work as part of a team and to provide cover for other staff in the Management Office at lunchtime and during times of annual leave or sickness in order to maintain the smooth operation of the office.

16. To carry out any other appropriate duties as required by the Management Team.

Job descriptions

All job descriptions are subject to review.  Job holders are expected to be flexible and be prepared to carry out any similar or related duties which do not fall within the work outlined.  Any review will be undertaken by the line manager, in consultation with the post holder.

Health and safety

Under the provisions contained in the Health and Safety at Work Act 1974, it is the duty of every employee to:

· take reasonable care of themselves and for others at work 

· to co-operate with the Trust as far as is necessary to enable them to carry out their legal duty

· not to intentionally or recklessly interfere with anything provided including personal protective equipment for Health and Safety or welfare at work.

Senior Management (including Clinical Directors and General Managers)

Senior Management is responsible for the implementation throughout the Trust of suitable arrangements to ensure the health, safety and welfare of all employees at work and the health and safety of other persons who may be affected by their activities.

Where health and safety matters cannot be resolved at Senior Management level the appropriate Executive Director must be notified.

Line Managers

Each manager is responsible for the health and safety management of all activities, areas and staff under their control.  This includes responsibility for ensuring risk assessments are completed and implementation of suitable and sufficient control measures put in place.

Health and safety issues are dealt with at the lowest level of management practicable.

Where health and safety matters cannot be resolved at a particular management level the appropriate Senior Manager must be notified.

Clinical governance

Clinical Governance is the framework through which this Trust is accountable for continuously improving the quality of its services and safeguarding the high standards of care.  It does so by creating and maintaining an environment in which excellence in clinical care will flourish.

Every member of staff must work within this framework as specified in his/her individual job description.  If you have concerns on any clinical governance matters these should be raised with your line manager, professional adviser, or a more senior member of management.  Your attention is also drawn to the Trust guidance on Raising Concerns about Provision of Patient Care.

The Working Time Regulations 1998

You are required to comply with Trust policy on implementation of the Working Time Regulations, including declaration of hours worked and breaks taken, completing written records if required, and reporting any instances where your pattern of working hours may constitute a health and safety risk to yourself, patients, the public an other Trust employees. You have the right not to be subjected to any unlawful detriment by reporting any concerns under the Regulations.

Additional Work

You are required to disclose any additional work you undertake or are planning to undertake for another employer.  The Trust will permit you to undertake this additional work providing the Trust is satisfied that this does not conflict with the interests of the organisation, performance of your normal duties or with the requirements of the Working Time Regulations.

UNITED BRISTOL HEALTHCARE NHS TRUST

PA/SECRETARY TO GENERAL MANAGER

PERSON SPECIFICATION

Qualifications:

QT1
Good standard of education at GCSE or equivalent level

QT2
Formal typing/word-processing qualifications (D)

QT3
European Computer Driving Licence (D)

Experience:

E1
Experience of dealing with the public, both on the telephone and in person 

E2
Experience of working in a busy office environment, utilising both secretarial and administrative skills

E3
Previous experience of working as a Personal Assistant (D)

E4
Previous experience of the NHS (D)

E5
Experience of using other systems to extract information and interpret the information in an easy to read format (D)

Skills/Abilities/Knowledge:

SA1
Excellent word processing skills with good presentational skills and high level of accuracy

SA2
Ability to use Word and PowerPoint 

SA3
Ability to use Excel (D)

SA4
Excellent communication and interpersonal skills 
SA5
Strong customer focus

SA6
Proven ability to meet deadlines and work under pressure

SA7
Understanding of the critical importance of confidentiality 

Aptitudes:

A1
Attention to detail

A2
Self motivator

A3
Creative and imaginative in approach

A4
Willingness to learn new systems

(D) Indicates desirable.  All other parts of the person specification are essential requirements.

