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JOB DESCRIPTION: Administrator 

	[bookmark: _Hlk30757848]Job Title:
	Administrator

	Location:
	Scarborough- Be U North Yorkshire 

	Salary:
	£25,000 (pro rata)

	Hours:
	30

	Type of Contract:
	Permanent	

	Accountable/Responsible to:
	Service Lead

	Staff Accountable to Postholder: 
	N/A



ABL is an exciting fast-paced, growing community health organisation. As an experienced, CQC registered, provider of community health services, we are passionate about delivering evidence based, innovative, effective, and relevant health care services in partnership with individuals, communities and stakeholders.

We are a value driven organisation, dedicated to reducing health inequalities and improving people’s lives. We would love to hear from you if you would like the opportunity to work with in a close team of committed professionals and you share our values of designing and delivering health services that are: 


People powered
Bold
Effective
Thoughtful
We do this by supporting people to become active participants in their health
 







Be U North Yorkshire Mission Statement
The purpose of ABL’s Be U North Yorkshire Service is to provide autism assessments for children and young people aged 4-18, via the NHS.

Our Values: 
The post holder will be expected to operate in line with our workplace values which are:
· People Powered
· Bold
· Effective
· Thoughtful

Job Purpose: 
The post holder will be expected to support their team, department, and organisation to achieve ABL’s values in their day-to-day work. 
The post holder will provide a responsive and efficient administrative service to meet the needs of the team. The post holder will use their reason, intellect, and judgement to work on their own initiative to deal with matters on behalf of their Manager and Neurodevelopmental service delivery supporting clients through the assessment pathway within the Be U North Yorkshire service.
The post holder will be an effective decision maker, who is able to prioritise own workload whilst responding to interruptions. The post holder will be able to deal with unpredictable work patterns and proactively deal with issues without reference to others.
Key Responsibilities:
· Provide high quality confidential and comprehensive administrative service including the management of client clinic bookings, matching clinician diaries for clinics, follow up clinics and rebooking cancelled/rescheduled appointments using IAPTUS.
· To provide administrative co-ordination of care including processing of new referrals and informing the relevant clinician of clients added to waiting list, supporting the administration of client caseloads, waiting lists, and adding children to relevant assessment pathway as required.
· Acting on administration required for outcomes of assessment which may include discharge of clients to the relevant provider and support of clients flowing through the neurodevelopmental pathway.
· Prepare client lists ready for multidisciplinary meetings 
· Note taking during meetings, actioning on appropriate outcomes.
· Sending out clinical assessment reports to internal and external clinicians eg. Psych or SALT clinical assessment as requested by clinical team
· Sending out, chasing, and uploading service specific forms that need to be completed by internal and/or external stakeholders. 
· Sending out clinic letters, appointment letters (and emails) 
· Manage the team diary, reminders and make decisions on behalf of the manager in prioritising and re-arranging diary commitments with full knowledge of service clinical commitments within the neurodevelopmental service.
· Manage, open and sort incoming service and personal emails and other posts in a timely manner, and where appropriate, personally prepare and send responses to correspondence including actioning parent/clinician/school queries and requests.
· Monitoring and management of neurodevelopmental caseload & waiting list
· Develop and maintain filing systems (electronic and paper) to ensure effective access to relevant information. Uploading of clinical documentation in a prompt and structured manner eg. Psych or SALT assessment reports etc
· Coordinate administrative arrangements relating to reporting requirements, to include the collation and presentation of documentation, preparing evidence and ensuring client information is up to date.
· Oversee the facilitation and administration of meetings/panels, including taking formal minutes that are intended for external review eg safeguarding, the production of agendas and coordination of papers, ensuring key documents are available within defined timescales.
· Contact local education to obtain and upload EHCP if required
· Local liaison with Paediatrics, Psychology, Nursing and Speech and Language Therapy to discuss concerns with children on the CYP Neurodevelopmental pathway.
· Propose and implement changes to working practices to reflect the needs of the Service.
· Prioritise own workload on a day-to-day basis to ensure that deadlines are met.
· Respond to ad-hoc requests for information from other sources as agreed by the Manager.

Front of House
· Proactively maintain administrative systems as required to support the smooth running of the Be U North Yorkshire service.
· Responding to email/telephone queries including parents’/carers’ and forwarding relevant queries to wider Be U team as required.
· Act as a central point of contact for external and internal callers, making judgements regarding appropriate dissemination of key information to the wider service team.
· Answering phone and dealing with queries when necessary.
· Understanding the liaising role to communicate clinical queries to the clinical team in a timely manner to support the ongoing management of clients.
· Make administrative arrangements for ensuring new starters receive team inductions.

Computer/Administration
· Monitor and requisition stationery and non-stock items.
· Ensure all invoices relevant to the department are coded, validated, and authorised for payment.
· Undertake word processing of all documents to a high standard, in an agreed ABL style and using an appropriate referencing system.
· Utilise advanced level IT skills including Excel, Powerpoint, Word etc, in addition to executing the Be U North Yorkshire service recording system IAPTUS, to create service information transparency and detailed records of service KPI’s. 
· The construction of accurate and relevant service performance reports will include but not limited to breakdown in referrals, waiting lists and waiting times, referral routes and discharge.

Communication
· Maintain an up-to-date Be U North Yorkshire service staff database to facilitate effective communication.
· Communicate with staff and external stakeholders on news, events, and services.
· To undertake specific administrative tasks relevant to individual teams
· To provide administrative support across the Be U North Yorkshire service team as required.

Please note that this job description is not exhaustive. The post holder may have specific skills which mean that they may work outside of the competency boundaries for this role.
Review of this Job Description
This job description is intended as an outline of the general areas of activity and will be amended in the light of the changing needs of the organisation. To be reviewed in conjunction with the post holder.


Other Duties
There may be a requirement to undertake other duties as may reasonably be required to support Be U North Yorkshire service. 

Standard Information 
Information Governance
Employees of ABL Health must comply with the provisions of GDPR and the Data Protection Act 2018. The postholder must not; either during the course of their employment, or following termination of their employment, disclose any information relating to service users or employees, or of the lawful business practices, of the organisation.
The postholder will be required, when and where appropriate to the role, to comply with the processing of requests under the Freedom of Information Act 2000 
The postholder must comply with ABL’s policies that protect the information assets of the organisation from unauthorised disclosure, modification, destruction, inappropriate access, or use. The postholder will be responsible for maintaining the clinical and/or corporate records that fall within the remit of this role to the standards in ABL’s records management policies, and data quality processes and standards. 

Health & Safety
Compliance with the Health & Safety at Work Act 1974 – the postholder is required to fulfil a proactive role towards the management of risk in all of their actions. This entails the risk assessment of all situations, the taking of appropriate actions and reporting of all incidents, near misses and hazards, and a statutory duty of care for their own personal safety and that of others who may be affected by their acts or omissions. 

Safeguarding is Everyone’s’ Business
ABL has a responsibility to ensure that all children / young people and adults are adequately safeguarded and protected. Consequently, all ABL’s employees, temporary staff and volunteers are required to adhere to ABL’s safeguarding policies / procedures in addition to local and national safeguarding policies and to act upon any concerns in accordance with them.

Smoke Free 
ABL is Smoke - Free. Smoking is not permitted on any of our premises or the surrounding land including car parking facilities.

Training
The postholder must attend any training that is identified as mandatory to their role.  
The range of duties and responsibilities outlined above are indicative only and are intended to give an overview of the range and type of duties that will be allocated. They are subject to modification in the light of changing service demands and the development requirements of the postholder.

Equality, Diversity & Human Rights
It is the responsibility of every person to act in ways to support equality and diversity and to respect human rights, working within the spirit and detail of legislation including the Equality Act 2010 and the Human Rights Act 1998. ABL is an equal opportunities employer and aims to challenge discrimination, promote equality, and respect human rights. 


Employee’s Name and Signature:				Date:
							
Manager’s Name and Signature:				Date
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PERSON SPECIFICATION

Job Title: Administrator Be U North Yorkshire 

	
	ESSENTIAL
	DESIRABLE
	METHOD OF ASSESSMENT 

	Qualifications and experience
	GCSE, O Level or equivalent in Mathematics and English Language (level C and above)
NVQ 2 level in a relevant subject or equivalent level of qualification or significant equivalent previous proven experience
Demonstrable experience of administrative and reception duties

	Experience of working in administration/reception in Healthcare Services
NVQ 3 level in a relevant subject
RSA Typing II or equivalent

	Application Form/ Interview/ Certificates. 

	Skills & Knowledge
	Excellent written and verbal communication and listening skills across a variety of people
Efficient problem solving skills
Experience of using MS Outlook or other to manage multiple electronic diaries
Office and Personal Organisational Skills
Clear understanding and experience of Confidentiality and Information Governance
Able to take clear and accurate minutes and ensure they are distributed in a timely way 
Ability to enter information accurately into Databases
Ability to use general Microsoft Office packages including Excel, Word, PowerPoint and Outlook
Work flexibly and adapt to suit service need
	Knowledge and experience of using IAPTUS
Experience of producing draft letter templates

	Application Form/ Interview/ Certificates/Assessment.





	Job Specific Requirements
	Values driven, ambitious to improve the lives of people across all ABL Health’s services
Quality driven and able to challenge
Diligent and well organised
Effectively communicates, at both written and oral level, complex and sensitive information, taking into account the recipients.
Maintains the highest standards of integrity when communicating with staff, clients, family, carers and other professionals.
Positive attitude, resilient and innovative.
Effective time and organisational skills; able to plan, manage and prioritise own workload
Able to comply with organisational policy, information governance and record keeping
Effective computer literacy skills, including use of Microsoft Office


	
	Application Form/ Interview/ Assessment .



Date last updated: August  2023
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