
CARERS SUPPORT CENTRE (CSC)
JOB DESCRIPTION

Job title:


Health Team Administrator
Responsible to:
 
Hospital Carer Liaison Manager
Salary:


£15,179 - £16,541 FTE per annum 
Hours:
22.5 hours (3 or 4 days per week)
Place of work:
Carers Support Centre, Gill Avenue, Fishponds, Bristol

Aims of the post

To assist with day to day administrative support for the GP and Hospital Teams.
Main tasks

1. GP Team
1.1. Providing general administration support to the team, including sending communication to GP practices and other professional agencies, by post, email, etc.
1.2. Providing admin support for Bristol Simple Assessment processes, i.e. setting up packs, scanning documents to CharityLog (our case management system) and sending paperwork back to the Integrated Carers Team (Bristol City Council).

1.3. Running reports from CharityLog, setting up excel spread sheets to support the GP Team Manager with monitoring responsibilities.

1.4. Prepare and attend GP Link Volunteer meetings, booking rooms, sending out information, taking notes / minutes and arranging refreshments.
1.5. Providing admin support, including note taking, for the GP and Hospital joint Team meetings.

2.       Hospital Team
2.1
Providing administrative support to the team, including the preparation and distribution of letters and publicity materials.
2.2
Providing administrative support at Hospital team meetings, including the preparation and collation of reports, information and note taking.

2.3
Running reports from CharityLog and set up and maintain excel spreadsheets for monitoring purposes.

2.4
Assisting in the planning, preparation and distribution of training materials, including booking venues, co-ordinating bookings and typing up and monitoring evaluation and feedback.

3.      Supporting events
2.1
Preparing information, leaflets, co-ordinating bookings and booking equipment in advance of events / seminars.

2.2
Supporting the team, at events, i.e. being present at information stands with other members of the Health Team.
4. General administration
4.1. Taking incoming phone calls, answering enquiries, taking messages and ensuring they are passed to the team in a timely manner.
4.2. Handle incoming and outgoing post according to procedures.
4.3. Photocopying, scanning and filing of documents.
4.4. Assist with the administration and allocation of resources, such as booking meeting rooms, ordering stationery etc.
4.5. Keeping leaflets and resources up to date.
4.6. Occasional general admin support for the Health & Carer Support Team Manager.

5. General 

5.1. Ensure that all work is carried out in accordance with CSC’s policies and procedures.
5.2. Undertake any other duties commensurate with the grading of the post, as agreed with the line manager.
October 2016
PERSON SPECIFICATION

Job title:

Health Team Administrator
ESSENTIAL:
Experience / Knowledge
· Recent experience of working in an administrative role, including maintaining administrative systems.
· Minute taking and producing notes from meetings.

Skills

· Computer literacy with a good working knowledge of all aspects of the Microsoft Office suite of programmes.
· Excellent written and verbal communication skills.
· Excellent organisational and administrative skills.
· Excellent telephone manner and ability to deal with members of the public, carers, internal staff and external organisations.
Attributes

· Ability to work on own initiative, manage time effectively, and prioritise own workload, whilst working for more than one team.
· Confident self-starter.
· Attention to accuracy and detail.
· Ability to work as part of a team.
· Commitment to equal opportunities and diversity in practice

DESIRABLE:
· Previous experience of working in a health care setting and / or voluntary sector organisation.
· An understanding of the needs and issues facing carers.
