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JOB DESCRIPTION
for
BAND 3 ADMIN SUPPORT OFFICER

This job description is shared as an example from an existing Fracture Liaison Service team and is intended to support the development of similar roles within your organisation. It can be adapted to meet local needs.
 
Please note that not all content or sections in this job description will be relevant in every context. Sections that require customisation are marked with [XXXX] throughout the document.

The four nations of the UK
We have tried to edit the text to make it applicable across NHS organisations in England, Northern Ireland, Scotland and Wales.  From time to time, it may refer to a document that does not apply in all countries, for example, the NICE guidance.  You will need to edit and / or add text that is relevant to your health system.

Consult your local business or service manager to obtain the correct template, as there may be more than one type.

If you have any feedback, feel that something is missing, or would like to provide additional information, please contact us at FLS@theros.org.uk.









Band 3 Admin Support Officer 

	Directorate
	[XXXX]

	Job Title
	Admin Support Officer


	Pay Band
	Band 3


	Department
	Osteoporosis/Rheumatology


	Base
	[XXXX]


	Reports to (Line Manager):
	Directorate Service Manager


	Accountable to (Professionally/managerially): 
	Osteoporosis CNS/Consultant

	Safeguarding Children Training
	Level 1





	Job Summary/Job Purpose

To work as a member of the Osteoporosis team, providing efficient and effective administration and secretarial  support for the clinical service 

The admin support officer will maintain a close working relationship with the Directorate Service Manager and Consultants as well as other medical, admin and nursing staff within the service.  

The admin support officer will be expected to routinely monitor and validate the osteoporosis/DEXA waiting times, escalating issues and concerns to the Directorate Service Manager as necessary.

General administration duties such as dealing with patient/colleague queries, outpatient booking, planning and data collection will be part of this role.

Typing of outpatient clinic letters, printing of DEXA reports and entering referrals onto [Your EPR SYSTEM] will also be part of this role.   

The post holder will be expected to manage their own workload and therefore act independently.   




	DUTIES AND RESPONSIBILITIES

· To provide general secretarial support to the Lead consultant and Osteoporosis Team.  
· Ensure all DEXA reports/clinic letters are accurately produced, posted and filed within appropriate timescales.  
· Accept, coordinate and appropriately direct referrals to the osteoporosis service for triage by the clinical team
· Liaise with other healthcare professionals and primary care to provide copies of DXA results and direct queries relating to the clinical osteoporosis service. 
· To act as the first point of contact in the department, respond to queries tactfully. 
· To exchange information with patients relating to appointments. This will include re-arranging appointments and notifying patients of any cancellations that may occur. 
· To liaise with patients and, if necessary, record messages for consultants/doctors and the nursing team to deal with.
· To liaise with other departments across the Service to ensure that the patient pathway is robust and effective.
· To manage diaries for the department and be responsible for identifying calendar conflicts and resolving them based on their priority. 
· To arrange multi-disciplinary meetings as required.
· To oversee the smooth running of the department. 
· To develop local office protocols that will ensure the provision of an effective administrative service. 
· Undertake general office duties as and when required:- photocopying, preparing requisitions, stationary, dealing with telephone enquiries, etc
· To attend meetings and take minutes as necessary.  Identify items which require follow-up action and refer to the appropriate persons.
· Responsible for ordering and maintaining adequate stationery levels within the Department.
· Opening of incoming mail in line with Departmental policy and responsible for maintaining a record of incoming and outgoing mail and action taken.
· Maintain a comprehensive filing system 
· To undertake general reception duties as and when required.
· Responsible for entering DEXA referrals onto the [Your EPR System] system promptly.
· Responsible for identifying issues with the systems and taking appropriate action.  
· Maintenance of office diaries. To organise internal, multi-directorate, multi-agency, multi- partnership meetings, venues and catering arrangements as and when required. 
· Daily monitoring and validation of outpatient/DEXA waiting times, providing data when reported to the Directorate Service Manager.   
· Request, receive and dispatch case notes, complying with the Medical Records Policy, promptly, and to ensure that all case notes, their content and other records are returned to the file as quickly as possible in a tidy condition.
· Interrogate, maintain and update the patient’s record details within the appropriate patient information system 
· Update patient details, e.g. change of address, surname, GP, ensuring case notes are updated to the agreed standard, including printing of new labels.
· Maintain accurate and orderly filing systems, including patient records. Repair/arrange for the repair of damaged case notes.
· Assist with general office duties as necessary, including receiving, sending and sorting mail, photocopying, and distribution as necessary.
· Participate in annual appraisal and identify/agree training needs and produce a personal development plan.
· Attend appropriate training sessions and maintain a professional portfolio.
· Assist in the training of new members of staff, e.g. showing/explaining workplace routines, demonstrating operation of office equipment.
· Attend departmental meetings/team briefing sessions.
· Participate in department surveys.



	
GENERAL

Performance Reviews/Performance Obligation:  The post holder will be expected to participate in the [Your Health System] individual performance review process to ensure continued professional development, including rotation 

Job Limitations:  At no time should the post holder work outside their defined level of competence.  If the post holder has concerns regarding this, they should immediately discuss them with their Manager / Supervisor / Consultant.  All staff have a responsibility to inform those supervising their duties if they are not competent to perform a duty.

Confidentiality:  In line with the Data Protection Act 1998, the post holder will be expected to maintain confidentiality in relation to personal and patient information, as outlined in the contract of employment.  The post holder may access information only on a need to know basis in the direct discharge of duties and divulge information only in the proper course of duties.

Health & Safety:  The post holder is required to co-operate with the [Your Health System] to ensure health and safety duties and requirements are complied with.  It is the post holder’s personal responsibility to conform to procedures, rules and codes of practice; and to use properly and conscientiously all safety equipment, devices, protective clothing and equipment which is fitted or made available, and to attend training courses as required. All staff have a responsibility to access Occupational Health and other support in times of need and advice.

Risk Management:  [Your Health System] is committed to protecting its staff, patients, assets and reputation through an effective risk management process.  The post holder will be required to comply with the [Your Health System] Health and Safety Policy and actively participate in this process, having responsibility for managing risks and reporting exceptions.

Safeguarding Children: [Your Health System] is committed to safeguarding children therefore all staff must attend the required level of safeguarding children training. This post requires level 1

Infection Control: The [Your Health System] is committed to meeting its obligations to minimise infection. The post holder is required to comply with current procedures for the control of infection, not to tolerate non-compliance by colleagues, and to attend training in infection control provided by the [Your Health System].

Records Management:  The post holder has a legal responsibility to treat all records created, maintained, used or handled as part of their work within the [Your Health System] in confidence (even after an employee has left the [Your Health System] ).   This includes all records relating to patient health, financial, personal and administrative, whether paper-based or on computer. All staff have a responsibility to consult their manager if they have any doubts about the correct management of records with which they work.   

Job Description:  This job description is not inflexible but is an outline and account of the main duties.  Any changes will be discussed fully with the post holder in advance.  The job description will be reviewed periodically to take into account changes and developments in service requirements.

For Clinical Staff Only:  All clinical staff are required to comply, at all times, with the relevant codes of practice and other requirements of the appropriate professional organisations, e.g. GMC, NMC, HCPC, etc.  It is the post holder’s responsibility to ensure that they are both familiar with and adhere to these requirements.




Person Specification

	
	Essential
	Desirable


	Qualifications
	Good educational background, a minimum of 4 passes at O Level/GCSE or equivalent qualification

NVQ level 3

Standard keyboard skills, including experience in using a variety of computer systems

	ECDL


	Knowledge
	Extensive Knowledge of the  [XXX] patient information system

Data Protection Act & Patient Confidentiality

Familiar and competent to an excellent level with Microsoft IT packages, including Word and Excel

	Knowledge of Medical Terminology







	Experience
	Experience in secretarial/administrative functions

Experience of working within the NHS (hospital environment)
Experience within a busy office environment

	





	Skills
	Computer literate

IT/Keyboard skills

Ability to work autonomously and as part of a team 

Demonstrate excellent interpersonal, communication and the ability to communicate with all levels of staff, professionals and patients

	Previous experience of arranging and taking minutes at meetings






	Personal Attributes
	Ability to work in a team environment

Organisational/time management skills

Able to work under own initiative

Smart personal presentation

Organised, punctual, reliable, self-motivated

Outgoing, friendly, flexible

Highly Motivated

	








image1.jpeg
’ @ Jibn
| 0STEOPOROSIS
N SOCIETY

Better bone health for everybody




image2.png




