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JOB DESCRIPTION
JOB TITLE:
                                           PA to the Hospital Manager (HD) and Senior Management Team (SMT)

RESPONSIBLE TO:

           Hospital Manager

Job Summary

The post holder will be a highly organised, professional and committed PA who is responsible for providing a comprehensive, confidential and high-quality administrative service to ensure the efficient and effective organisation of the hospital Manager and the senior management team

The PA must be able to act as an effective ‘gatekeeper’ and must therefore have excellent negotiation, diplomacy and interpersonal skills. The post holder will have knowledge of all the relevant administrative and IT programmes applicable to this role as well as the ability to deal with non-routine activities that arise.  Problem solving is an integral part of the role.  
The role will involve contact on a daily basis with a wide range of people – both internal and external to the organisation and therefore requires a confident approach. The post holder will need to be a team player and a completer-finisher, with strong communication skills and an eye for detail.  
The post holder is expected to manage their own workload alongside the requirements of the hospital Manager and work flexibly in support of the wider senior leadership team if required. The post holder must be capable of working on their own initiative, whilst maintaining a high level of confidentiality and discretion at all times. 
The post holder is expected to manage site level Practicing Privileges processes and being a key link into the central team.
Key Responsibilities

Communication and relationship skills

· To act as a first point of contact for the hospital Manager either by telephone, letter, email or in person, presenting at all times a welcoming, friendly and helpful attitude. 

· To create and maintain effective working relationships with staff at all levels, internal and external across the whole health economy. 

· Communicate effectively with members of the public, department leads, head office staff and external organisations promoting the site and the Company at all times. 

· Ability to deal with complaints, face to face, written and over the telephone, which occasionally can be distressing and emotional. 

· Produce briefings and presentations as requested. This may involve for example producing internal communication such as the staff newsletter, or working with the wider communications team as required to share and adapt corporate communications.
· Administer and manage payroll in a timely manner to ensure accurate staff costs for the Finance Manager

Analytical and judgement skills

· To hold an understanding of the hospital Manager’s strategic objectives and priorities in order to support the delivery of these. 

· To analyse facts or situations and decide upon the most appropriate route of action, using own judgement to resolve difficult situations. 

· To screen correspondence addressed to the hospital Manager using judgement to establish the validity and priority of the contact, take action where appropriate, and flag to the hospital Manager those that require urgent attention.  

· To manage the diary of the hospital Manager, making decisions regarding the appropriateness and priority of appointment requests and using independent judgement to make necessary revisions. 

· Direct calls and enquiries that require immediate/urgent response to the appropriate manager. 

· Organise induction programmes for Senior Staff by liaising with department leads and head office staff / Senior Managers where necessary.

· Understand and utilise where required the Practice Plus Group ESS and MSS Human resources systems.

Planning and organisational skills

· Planning and organising site activities including regular meetings and other events. This will require the formulation and adjustment of schedules and the ability to respond to competing and occasionally conflicting demands and priorities. 

· In line with set standards ensure that agendas, papers and minutes are produced and circulated in accordance with the schedule of meeting dates.   

· To ensure the hospital Manager arrives at all meetings fully briefed, with the relevant paperwork and information. 

· To make travel arrangements for the hospital Manager and senior managers as required. 

· To provide high speed, accurate typing of letters, reports, memos, meeting notes etc. including preparation of materials, reports and presentations using PowerPoint, Word and Excel. 

· Help to collate information and complete reports for the CQC, ICB and any other external bodies.

· Be prepared to collect and submit data / reports as required by the SMT.

· Undertake and maintain an efficient electronic and manual filing system.

· Work independently within clearly defined policies and procedures.  

· As required; support via the Practice Plus Group systems the Consultants leave and study leave records for the Hospital Manager and Medical Director.
· Maintain and update other general unit forms held locally ensuring adherence to Practice Plus group standardisation requirements and supporting the team. 
Policy and service development

· The post holder will be required to follow policies and procedures within own service area.  

· To show creativity and innovation in developing new ways of working to improve the efficiency of the PA service. 

· Report to the manager/managers any areas of non-compliance or areas for improvement. 

· Have and maintain sufficient knowledge and understanding of the relevant services so that service information is used effectively to endorse the site 

· Observe a personal duty of care to equipment and resources used within the course of work. 

Promoting equality, diversity and inclusion 

· To understand and uphold organisational policies and principles on the everyday promotion of equality, diversity and inclusion. 

· To contribution to the creation of an inclusive working environment which values a variety of ideas, experiences and practice, where differences are respected and celebrated for the benefit of ourselves, the organisations and the communities we serve.

· Be responsible for your own personal development, with the support of your manager e.g. participate and contribute to your own performance appraisal and supervision sessions, keep abreast of relevant initiatives and developments within the company, undertake relevant training and development, as required.
	Person Specification

PA to the Hospital Manager /SMT


	Qualifications


	· GCSEs or equivalent qualifications or experience
	· Further relevant education or vocational training

	Experience
	· Previous administration experience in a similar setting 

· Experience of confidential environment 

· Experienced in providing information to a wide range of stakeholders  

· The ability to plan and organise own time 
· The ability to exercise judgement when dealing with enquiries or issues.
· Significant experience of using Microsoft outlook, Word, Excel and PowerPoint packages
· Experience of working with Practicing Privileges

	· Experience gained in a healthcare environment
· Knowledge of databases and Patient Administration Systems 
· Management of complaints and legal claims



	Skills and Knowledge
	· The ability to manage own workload and act independently.
· Excellent communication and interpersonal skills. 
· High degree of accuracy with regard to correspondence and filing.

· The ability to set up and maintain manual and computerised filing systems.

· Accuracy and attention to detail.
	· Experience of organising events 

· Experience of electronic HR systems 

	Other Factors


	· Ability to influence others to follow a particular action / policy / procedure. 

· Able to provide advice and information in a polite and courteous manner. 

· Ability to complete tasks to deadlines and to a specified standard.
· Ability to be flexible in approach to work.
· Mentally and physically fit to undertake the role.
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