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JOB DESCRIPTION

JOB TITLE:



PA to the Hospital Director 
RESPONSIBLE TO:


Hospital Director 

ACCOUNTABLE TO:
Hospital Director, Medical Director, Head of Nursing, Operations Manager and Finance Manager
JOB SUMMARY

The postholder will act as Personal Assistant to the Hospital Director and provide support to the Senior Management Team (SMT) of the hospital including, but not necessarily limited to, the Head of Nursing & Clinical Services, Medical Director, Finance Manager and Deputy Medical Director. It is a prerequisite of the role that this support should be efficient, effective and confidential and, as such, the role requires an experienced, organised individual with well-developed people skills, who enjoys a challenge and can work on their own initiative.
Principal Duties and Responsibilities

· Proactively manage and coordinate complex diaries for the Hospital Director, Medical Director, and Senior Management Team members, ensuring effective use of time and alignment with organisational priorities resolving diary conflicts and accommodating changing operational requirements. 
· Take ownership of organising a schedule of meetings to support the SMT, compiling and distributing agendas, taking minutes, collating action notes from meetings as required and ensuring these are completed, agreed and distributed on a timely basis.
· Maintain the Hospital Director, where required SMT member’s diaries, arrange meetings, confirm details in writing to participants, book accommodation as indicated, setting up IT equipment and organising refreshments as necessary.
· Ensure meeting invitations, agendas, supporting papers, and briefing materials are issued in advance and that attendee responses are monitored and followed up. 

· Work closely with the senior team maintaining visibility of key deadlines, projects, regulatory submissions, and recurring meetings, ensuring senior leaders are appropriately prepared. 

· Arrange virtual, hybrid, and face-to-face meetings using Microsoft Outlook, Teams, and other communication platforms. 

· Coordinate travel, accommodation, and logistical arrangements for senior leaders where required. 

· Exercise discretion and judgement when managing competing priorities, ensuring urgent operational matters are escalated and accommodated appropriately. 

· Monitor inboxes and calendars on behalf of senior leaders when required, identifying priorities and ensuring timely responses to important correspondence and meeting requests

· Support the Hospital Director and SMT providing an accurate and efficient administrative and secretarial service.

· Ensure all telephone calls are dealt with in an efficient, courteous and professional manner, recording messages accurately, and prioritising to bring to the prompt attention of the relevant manager.  
· Liaise with external partners including Portsmouth NHS Trust and our local Hampshire and IOW ICB as indicated to support the local relationship and delivery of timely progress to required actions.

· Liaise with staff and external customers managing and administering the bookings of meeting rooms within the centre (and elsewhere on occasions).
· Assist in the collation of information to populate reports as indicated for members of the SMT supporting with onward communication.
· Work with the Ops Manager in maintaining a management on-call folder containing all relevant information and contact numbers; this folder needs to be regularly updated, and a rolling rota of senior management cover communicated to the SMT and Heads of Departments;
· Maintain a good working relationship with all members of the SMT, departmental managers and other key personnel on the hospital site as well as the central team.

· Support with organise induction programmes for new managers and medical staff, liaising with department leads, SC Division staff and representatives of external organisations as appropriate.

· Liaise with PAs located at other Practice Plus Group sites, contributing to any forum or discussion group with a view to highlighting and supporting development and efficiency opportunities, and build key relationships. 

· Work closely with the BDM on events and initiatives as indicated, support staff engagement and all site forums as required and agreed with the Hospital Director. 
· Support with service development, projects and quality initiatives as indicated.
· Any other reasonable duties as may be agreed from time to time between PA and Hospital Director.

General
· Maintain sufficient knowledge and understanding of the hospital services so that relevant information is used effectively to promote the work of the hospital.
· Take responsibility 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.
Health and Safety 

As an employee of Practice Plus Group, the postholder has a duty under the Health and Safety at Work Act 1974 to:

· Take reasonable care of the health and safety of themselves and all other persons who may be affected by their acts or omissions at work.

· Co-operate with their employer to ensure compliance with Health and Safety legislation and the Health and Safety policies and procedures of the hospital not intentionally or recklessly interfere with, or misuse, anything provided in the interests of health, safety, or welfare, in pursuance of any of the relevant statutory provisions.

Data Protection 

The postholder must at all times respect the confidentiality of information in line with the requirements of the Data Protection Act.  This includes, if required to do so, obtain, process and/or use information held on a computer in a fair and lawful way, to hold data only for the specified registered purposes and to use or disclose data only to authorized persons or organizations as instructed.

This list of duties and responsibilities is not exhaustive and the post holder may be required to undertake other relevant and appropriate duties as reasonably required.

This job description is subject to regular review and appropriate modification.
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	Person Specification –  PA to the Hospital Director 


	CRITERIA
	ESSENTIAL
	DESIRABLE

	Qualifications


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

	Experience
	· Previous administration experience in a similar setting 

· Experience of confidential environment 

· Experienced in providing information and advice to patients/relatives, external organisations   

· The ability to plan and organise own time 
· The ability to exercise judgement when dealing with patient enquiries / problems.
· Experience of using Microsoft Word and excel packages
· Highly IT literate 
	· Experience gained in a healthcare environment
· Experience of organising events 


	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.

· Attention to detail in recording action notes.

· The ability to set up and maintain manual and computerised filing systems.
	· Knowledge of electronic administration systems 



	Other Factors


	· Influencing and listening skills.
· Ability to provide advice and information in a supportive and empathetic way. 

· Ability to complete tasks to deadlines and under pressure.
· Ability to be flexible in approach to work.
· Mentally and physically able to undertake the role.
· Good sense of humour!
	


	HAZARDS:

	Laboratory Specimens

Proteinacious Dusts
	
	Clinical Contact with patients
	
	Performing Exposure Prone Invasive Procedures
	

	Blood/Body Fluids
	
	Dusty environment
	
	VDU Use
	X

	Radiation
	
	Challenging Behaviour
	X
	Manual Handling
	

	Solvents
	
	Driving
	
	Noise
	

	Respiratory Sensitizers
	
	Food Handling
	
	Working in Isolation
	X
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