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Job Description
Post Title: Admin Assistant 
Salary: £13,650 - £14,878.50 (pro rata, per annum)
Reporting to: Admin Team Lead
Also accountable to: Office Manager

Job Purpose

Working under the supervision of the Admin Team Lead, the post holder will be responsible for dealing with incoming calls, general enquiries, and other administrative tasks which aid the functioning of Head Office.   The post holder must have good organisational skills, a good telephone manner and be able to deal with difficult and sensitive calls.

  
Main Duties and Responsibilities
1. Greeting clients and visitors as required

2. Answer incoming calls and direct to appropriate staff

3. Respond to enquiries from employees, health professionals and service users

4. Dealing with private and self referrals

5. Processing of third party requests

6. Provide administrative support for Partners and clinical staff 

7. Collating and monitoring supervision logs

8. Assist with bookings and cancellations of non clinical appointments

9. Operate effective day to day filing systems and archiving
10. General correspondence & administrative tasks including scanning, photocopying, faxing etc
11. Diary and calendar management
12. Assist with current and ongoing projects

13. Sorting of incoming and outgoing mail

14. Coordinate meetings and events
15. Assist  with room bookings

16. Assist with organising resources for individuals and locality bases
17. Take meeting minutes as required

18. Audio Typing as required
19. Monitoring stationary and resources

20. Coordinating rotas

21. Providing and arranging ‘Lone Working’ cover

22. Ensure storage and destruction of paperwork is in line with legislation and local policies

General
1. All employees have a duty and responsibility for their own health and safety and the health of safety of colleagues, patients and the general public. 

2. All employees have a responsibility and a legal obligation to ensure that information processed for both patients and staff is kept accurate, confidential, secure and in line with the Data Protection Act (1998) and Security and Confidentiality Policies. 

3. It is the responsibility of all staff that they do not abuse their official position for personal gain, to seek advantage of further private business or other interests in the course of their official duties. 

4. Keep coherent records of all day to day procedures in line with service protocols.  

5. Ensure that client and employee confidentiality is protected at all times, subject to limitations.

6. Participate in individual performance review.  Ensure clear professional objectives are identified, discussed and reviewed with line manager on a regular basis as part of continuing professional development

7. Attend all mandatory training and corporate update events as required

8. To contribute to the development of best practice within the service
9. Respond to all reasonable requests within a timely manner

10. As required, work flexibly within your contracted hours

11. To fulfil any reasonable request of you in relation to the successful ongoing development of the organisation.
12. To maintain up-to-date knowledge of legislation, national and local policies and procedures.
13. Understand that certain aspects of the role may involve lone working
14. This Job Description does not provide an exhaustive list of duties and may be reviewed in conjunction with the post holder in light of service development.
To be Reviewed by: 
Office Manager
Date for Review:
 February 2013
	Person Specification



	Qualifications
	Essential
	Desirable
	Assessment Method

	
	5 GCSE’s Grade A-C or equivalent in English

	
	

	
	
	Administrative qualifications
	

	
	Essential
	Desirable
	Assessment Method

	Experience
	Demonstrates high standards in written communication


	
	

	
	Production of reports & letter writing experience in similar field 


	
	

	
	Experience of dealing with complaints
	
	

	
	
	Project management experience
	

	
	Essential
	Desirable
	Assessment Method

	Skills & Competencies
	Can demonstrate proficient typing skills


	
	

	
	Demonstrate consistently high levels of accuracy
	
	

	
	Good telephone manner


	
	

	
	Ability to deal with challenging situations with patients sensitively and professionally
	
	

	
	Ability to work using own initiative


	
	

	
	Good organisational skills
	
	

	
	Can demonstrate knowledge and previous use of Word/Excel/Outlook


	
	Interview, test, qualifications

	
	
	Previous use of Publisher/PowerPoint
	

	
	
	Previous experience of minute taking and audio typing
	

	

	
	Essential
	Desirable
	Assessment Method

	Knowledge
	
	Knowledge of administrative processes in mental health or similar care sector
	

	
	
	Knowledge of legislation and local policies


	

	
	Essential
	Desirable
	Assessment Method

	Other Requirements
	High level of enthusiasm and                                          

motivation
	
	

	
	Good communication & interpersonal skills                             
	
	

	
	Ability to work within a team and foster good working relationships


	
	

	
	Excellent time management skills


	
	

	
	Ability to effectively prioritise and execute tasks in a high-pressure environment


	
	

	
	Regard for others and respect for individual rights of autonomy and confidentiality 


	
	

	
	React positively to change
	
	

	
	
	Car driver with ability and willingness to travel to locations throughout the organisation if required
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