FAIRFIELD INDEPENDENT HOSPITAL



JOB DESCRIPTION

	JOB TITLE:


	Hospital Services Administrator

	DEPARTMENT:


	Hospital Services Department

	SALARY BAND:


	B

	HOURS:


	15 per week

	CONTRACT:


	Permanent

	RESPONSIBLE TO:


	Director of Hospital Services

	ACCOUNTABLE TO:


	Director of Hospital Services


Job Summary
To provide a comprehensive administration service to the Hospital Services Department.
To input, search and retrieve information from the computerised system.
To exercise judgement and initiate bases on good practice and to work in accordance with confidentiality protocols.

To make changes to the ISO procedures.

To format and update policies as requested by the Executive Team.

Role & Responsibilities
1. The post holder would be required to exercise independent judgement and initiative in relation to managing their workload and to solve problems as they arise, taking appropriate action to resolve the problem, or by referring to the appropriate person.

2. Undertake a responsible attitude to all patients and staff whilst in the Hospital.

3. To provide a competent and high-level administrative support, deal with any problems that arise and actively participate in service developments.

4. Assisting the Director of Hospital Services to produce project files.

5. Assisting the Director of Hospital Services to prepare pre-project work, tenders etc.


6. To save all external and internal documents/records, for all areas of the Hospital, onto the Hospitals shared drive so they are readily available to other staff and for inspection by external stakeholders.
7. Arrange meetings and appointments as required.

8. To identify any maintenance or medical contracts due for renewal. Maintain a working spreadsheet to show contracts and service reports are kept up to date. Save all documents into relevant folders.
9. Write out purchase orders as required.

10. To ensure we have up-to-date copies of contractors’ insurance liability certificates and Health & Safety policies.

11. To collect in/out patient and Friend & Family questionnaires and perform analysis producing regular statistics.
12. To ensure that ISO 27001 and ISO 9001 documentation is up to date.
13. To produce agenda for Departmental, Health & Safety and other meetings as and when required; prepare all documents, take notes and produce minutes.  
14. To ensure risk assessments, audits and reviews are current on the Hospital’s shared drive; notify relevant managers to update those due for renewal.

15. To prepare documents, reports and questionnaire analysis for the Director of Hospital Services in preparation of Board meetings.

16. To achieve all objectives set by the Director of Hospital Services.

17. To participate in personal development activities and undertake statutory and mandatory training when required. 
18. Organise and plan own day-to-day and longer-term workload or activities.
19. Contribute positively to new ways of working and participate in modernisation initiatives, this may incorporate changes in technology, environment or system.

20. Carry out any other reasonable duties commensurate with the role and delegated or requested by the Director of Hospital Services and Facilities Manager, as the needs of the service require.

The job description and person specification may be reviewed on an ongoing basis in accordance with the changing needs of the Department and the Hospital.










Communication

Committed to working and engaging constructively with internal staff and external contractors.
Additional responsibilities

Health & Safety

It is the responsibility of all employees to work with managers to achieve a healthy and safe environment, and to take reasonable care of themselves and others.  Specific individual responsibilities for Health & Safety will be outlined under key responsibilities for the post.

Infection Control
All staff will adhere to infection control policies and procedures at all times.
Information Governance

As an employee you will have access to information that is sensitive to either an individual or to the organisation and you are reminded that in accordance with the requirements of Information Governance, NHS Code of Confidentiality, Data Protection Act 1998 and also the terms and conditions in your contract of employment, you have a duty to process this information judiciously and lawfully; failure to do so may result in disciplinary action.


Rehabilitation of Offenders Act 1974

This post is subject to an exception order under the provisions of the Rehabilitation of Offenders Act 1974.  This stipulates that all previous convictions, including those that are ‘spent’ must be declared.  Previous convictions will not necessarily preclude an individual from employment within the Hospital but must be declared in writing at the appropriate stage during the recruitment process.

Equality & Diversity

It is the responsibility of every member of staff to understand our equality and diversity commitments and statutory obligations under current equality legislation. 
 All employees must act in ways that support equality and diversity and recognises the importance of people’s rights in accordance with legislation, policies, procedures and good practice.  All employees must read the Hospital’s Equality, Diversity and Human Rights Policy.
Smoke-free Policy

This Hospital operates a Smoke-free policy.  This means that smoking is not permitted anywhere within owned or leased premises, including within their grounds and within owned or leased vehicles.

	Name of post holder:



	Signature of post holder:



	Date:
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