UNITED BRISTOL HEALTHCARE NHS TRUST
PENTAMED LIMITED

JOB DESCRIPTION

Post: 


Administrator (Part-time)
Band: 

           4
Location: 

Bristol Medical Simulation Centre [BMSC]
Responsible to: 
Directors and Senior Nurse of BMSC
Accountable to: 
Directors of Pentamed Ltd

Hours:

22.5 hrs 3 days/wk or flexible hours Monday to Friday 

                                   (Required to be flexible, i.e., occasional early evening needed)



JOB PURPOSE/SUMMARY

To support and work with the Directors of Pentamed Ltd, Senior Nurse and the BMSC Faculty in ensuring that this relatively small organisation delivers its objectives and operates efficiently and professionally as a world class centre.

KNOWLEDGE, SKILLS AND EXPERIENCE

· Knowledge of administrative procedures

· Excellent Interpersonal Skills

· PC skills – email etc

· Ability to work under pressure

· Ability to plan, prioritise workload and use initiative 

MAIN DUTIES/RESPONSIBILITIES

· To be first point of contact for all visitors/customers to BMSC

· To produce correspondence to be sent out accurately and on time

· To assist in the promotion of the corporate image and in raising the profile of BMSC locally and nationally

· To organise advertising, booking and billing in respect of courses and to manage the invoicing system

· To ensure the cancellation charges are implemented appropriately

· To have overall responsibility for managing and developing BMSC database and filling system 

· To assist in the arranging of meetings; to include the preparation of agendas, the typing of minutes and action plans arising from meetings

· To ensure that follow-up action plans are taken

· To manage Open Days and visits to BMSC

· To assist with exhibitions, and to co-ordinate large scientific meetings involving BMSC 

· To organise conferences and to keep catering expenditure for such events under ongoing review

· To manage renting out of the Centre and equipment during any off-peak periods

· To assist with the production of course materials including the collection and typing up of course evaluation documentation

· To assist the faculty with:

· the use of EROS for ordering of supplies and stores

· the management of stock control

· the timely maintenance and repair of equipment

· Course booking system

· To provide and receive information and to utilise/use both verbal and written communication using tact and diplomacy

· To respond appropriately to enquiries and requests for information about BMSC

· To bring new ideas for new initiatives to the attention of the Directors and Senior Nurse, i.e., liaise with NHS trusts, Universities and commercial companies

· To follow policies and standard operating procedures in accordance with BMSC and UBHT

· To assist the Directors of BMSC in responsibility for financial and physical resources e.g. Petty Cash

· To be responsible for opening and closing the Centre in the absence of the BMSC Faculty 

· To assist the BMSC Faculty with the setting up and closing down of courses

· To provide supervision and training for secretarial support at BMSC

· To perform other duties for PentaMed Ltd as may be required from time to time

This post will be governed by NHS terms and conditions, and managed through the UBHT payroll and human resources departments.  
GENERAL INFORMATION

Job Descriptions

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

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 all Senior Clinical and Non-Clinical 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 the implementation of the Working Time Regulations, including declaration of hours worked and breaks taken, completing written records if required.  You must also report any instances where your pattern of working hours may constitute a health and safety risk to yourself, patients, the public and 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.

Person Specification

Qualifications:

QT1
Good standard of education, GCSE/NVQ or equivalent at a minimum grade C or equivalent

QT2
Formal typing/ word processing qualifications

QT3
Office administration qualification or equivalent

QT4
ECDL (D)


QT5
Degree (D)

Experience:

E1
Experience of working 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
Experience of setting up, maintaining and extracting information from databases

E4
Previous experience of the NHS (D)

E5
Previous experience working in a training establishment (D)

Skills/ Abilities/ Knowledge

SA1
Excellent typing skills with good presentation skills and high level of accuracy

SA2
Good working knowledge of Microsoft Office Systems

SA3
Ability to use Outlook and the Internet

SA4
Knowledge of financial practice (D)

SA5
Excellent communication and interpersonal skills

SA6
Strong customer focus

SA7
Ability to organise own workload

SA8
Proven ability to meet deadline and work under pressure

SA9
Demonstrates the ability to work as part of a multi-professional team

Aptitudes:

A1
Attention to detail

A2
Self motivator

A3
Able to problem solve

A4
Creative and imaginative in approach

A5 
Willingness to learn new systems

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

 requirements
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