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Administrator
NEL Reservist Scheme
JOB DESCRIPTION 
& 
PERSON SPECIFICATION
ELFT has long been recognised as a centre of excellence for mental and health care, innovation, and improvement. It is a very exciting time for you to come and work for us. Our mission is to make a positive difference to people's lives by improving quality of life for all we serve. Our values are We Care, We Respect, We are Inclusive – so we are looking for people who live and breathe these qualities when supporting service users and carers, and in their relationships with colleagues in the Trust and our partner organisations. East London NHS Foundation Trust is appointed by NHS England to implement the reservists’ scheme in North East London.
Our Community
We provide a wide range of community health and mental health inpatient services to children, young people, adults of working age, and older adults in The City of London, Hackney, Newham, Tower Hamlets, Bedfordshire and Luton.  We also provide psychological therapy services to the London Borough of Richmond and provide Forensic services to the whole of North East London.  We provide services in urban and rural settings, sometimes in our inpatient units, but mostly in the community close to where people live. Integrated care is key in making the best use of resources and providing effective care.

Aiming High
We were rated ‘Outstanding’ by the CQC in 2016, were proud to be rated ‘Outstanding’ again in 2018 and continue to be rate 'Outstanding' in 2021. We were named in the HSJ’s Top 10 best places to work in healthcare and were voted Provider Trust of the Year in 2018.

Staff and Service Users United
We strive to ensure that staff feel valued by the Trust and as they are truly pivotal in delivering better outcomes for our patients and service users. Our aspiration is to help to make ELFT the best place to work.  This Trust is clinician-led and provides the highest possible level of clinical expertise throughout its services. We pride ourselves on our service user involvement. A service user will be on your assessment centre and interview panel if you are invited to meet us.

We are working towards growing a workforce that is reflective of our diverse communities. We especially welcome people with lived experience of health difficulties, with insight and understanding of different backgrounds, cultures and lifestyles in our population as we believe that this will equip staff to deliver a high standard of care to our service users and patients.

What Next?
If you like the sound of ELFT, don’t waste a moment. We sometimes close adverts early if there is a high response, so apply now!

As part of our recruitment process we may be required to share information you provide on the application form with NHS Protect and/or other organisations for the purpose of the prevention, detection, investigation and prosecution of fraud or any other unlawful activity affecting the NHS.
If you do not hear from us within four weeks of the closing date, please consider that you have not been shortlisted on this occasion. You must provide professional email addresses for all referees as we will contact them as soon as an offer has been made. Please note we do not request references prior to interviews. All applications made through NHS Jobs account will be processed by TRAC System. Please note that some emails may go to your spam/junk mailbox so make sure you check this regularly.

North East London Reservist Scheme
We have seen thousands of former NHS and non-NHS staff step up and offer their support to our vaccination programme during the acute pandemic period. Therefore, NHS England has embarked on this remarkable programme where in, NHS reservists are members of the public who can work upto 30 days a year for the NHS. As an NHS reservist you'll be part of a paid, flexible yet reliable workforce who will be given thorough training relevant to your role. This forms part of a comprehensive induction process and will prepare you to support your local hospital or vaccination centre.

A Reservist is someone who is passionate about patient care, working with diverse teams and can help the NHS during peak times and emergencies. You may be a former healthcare professional or even working in healthcare outside the NHS with limited healthcare experience. You may even be currently working as part of a vaccination team or hub and keen to continue supporting your local clinic or hospital. You might be considering a career change and interested in a NHS career. Becoming a reservist is a great way to experience the range of NHS career opportunities that suits your lifestyle and circumstances.

Reservists provide employers with a flexible but reliable workforce, while having the opportunity to learn new skills, refine their knowledge and provide fulfilling care. Each Reservist pool will comprise of professional registrants and unregistered health and social care professionals and support workers. 

Should you need any further information or for an informal chat, please do not hesitate to contact us at elft.nelreservists@nhs.net

	JOB TITLE: 
	Administrator 

	BAND:

	Band 3

	TYPE OF CONTRACT:
	Reservist

	DEPARTMENT:
	Reservist Program 

	DIRECTORATE:
	NHS North East London

	REPORTING TO:
	Reservist Project Manager

	ACCOUNTABLE TO:
	Reservist Operations Lead 

	LOCATION: 
	Any NHS Trust within North East London, depending on demand


JOB DESCRIPTION

	JOB SUMMARY

	As a Reservist Administrator Support working in North East London, the post holder will work as part of a dynamic team in delivering a safe and effective service in any the trusts in North East London Patch. North East London has acute, mental health and community trusts under its umbrella.

The post holder will be responsible for providing administrative support within a team of staff working in North East London.



	KEy responsibilites 

	To be responsible for providing day to day administrative support to the service.  

The post holder will be required to work on their own initiative and to liaise effectively with a broad range of professionals and to maintain client confidentiality.

To work alongside and to cover, when appropriate other administration staff across several locations within the Directorate. 



	Main Duties and Responsibilities

	Administration Duties
	Provide administrative support to the North East London Trust staff.



	
	Maintain, request and transfer confidential patient records, ensuring they are stored in an accurate and secure filing system. 

Adhere to confidentiality as per the site’s policy

	
	Coordinate and maintain communication with team members about routine and daily activities including rota’s, contacting clinical staff, updating systems and other duties.



	
	Provide non-clinical advice, information to patients/clients and relatives when necessary.


	
	Assist with data collection activities by ensuring records are up to date. Maintain accurate, clear and legible documentation in all legal records in accordance with the Data Protection Act.



	
	Check that all equipment is safe and available for use and support with the configuration of the vaccination station.



	
	Responsible for infection and waste control, cleaning and sanitisation of the working area


	
	Work within organisation policies, procedures and guidelines.



	
	The post holder may be required to work across service line in different locations and to undertake other duties which fall within the grade of the job, in discussion with the manager



	Job Description Agreement

	This job description is intended as a guide to the main duties of the post and is not intended to be a prescriptive document.  Duties and base of work may change to meet the needs of the service or because of the introduction of new technology.  This job description may be reviewed from time to time and changed, after consultation with the post holder.
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PERSON SPECIFICATIONS

	ATTRIBUTES
	CRITERIA
	ESSENTIAL/DESIRABLE

	Education/

Qualification/

Training


	GCSE English and Maths


	E

	
	Educated to NVQ level 3 or equivalent previous proven experience
	E

	Experience


	Commitment and willingness to undertake learning and development curses as required to ensure competency for role, this will include NHS statutory and mandatory training.

	E

	
	Understanding of Confidentiality and Data Protection Act
	E

	
	Experience in administrative role
	E

	
	Experience of working in public sector
	D

	
	Experience of working within customer-driven service
	E

	Knowledge/

Skills

Knowledge/

Skills


	Ability to communicate clearly and politely with a wide range of people including the general public and work colleagues at all levels
	E

	
	Communicate relevant information to patients, with empathy and reassurance
	E

	
	Ability to work as part of a team and actively participate in team meetings
	E

	
	Able to maintain and record accurate documentation of interactions between clients, colleagues and other agencies in the appropriate legal records
	E

	
	Able to demonstrate professional conduct, preserve client’s rights including confidentiality and promote mutual respect amongst colleagues.
	E

	
	Able to make decisions appropriate to role, level of knowledge and competence, using professional judgement; some of which will require analysis.
	E

	
	Work accordingly to protocols under clinical supervision.
	E

	
	Able to work flexibly and respond to changing demands in workload 
	E

	
	Able to prioritise own work and support the team daily 
	E

	
	Delivers vaccination sessions and health promotion as needed
	E

	
	Computer / IT literacy – keyboard, Word, Excel, Outlook skills and willing to learn new IT systems when required

	E

	Personal qualities


	Excellent interpersonal skills
	E

	
	A cheerful and helpful manner when dealing with patients and other members of staff
	E

	
	Demonstrated ability to work independently as well as part of a team
	E

	
	Show initiative and the ability to plan and deliver work to deadlines with minimal supervision
	E

	
	Able to solve problems and work in a logical methodical manner
	E

	
	Able to diffuse difficult situations
	E

	
	Smart and professional appearance
	E

	
	Evidence of interacting with people from diverse backgrounds
	E

	Understanding and delivering to the trust Values


	We care - Everyone is entitled to the highest quality care.
	E

	
	We respect - Everyone should be treated with kindness and respect.
	E

	
	We are inclusive - Everyone should have access to our services when they need them, and we actively seek suggestions from all on how we can improve
	E


	Statement on Employment Policies

	In addition to the requirement of all employees to co-operate in the implementation of Employment related policies, your attention is drawn to the following individual employee responsibilities: -

	Health and Safety
	Under the Health & Safety at Work Act 1974 it is the responsibility of individual employees at every level to take care of their own health and safety at work and that of others who may be affected by their acts at work, and to co-operate with management in complying with health and safety obligations, particularly by reporting promptly any defects, risks or potential hazards.

	Equal Opportunities
	ELFT is committed to equality of opportunity for all employees, job applicants and service users.  We are committed to ensuring that no one will be discriminated against on the grounds of race, colour, creed, ethnic or national origin, disability, religion, age, sex, sexual orientation or marital status. 
The Trust commits itself to promote equal opportunities and value diversity and will keep under review its policies, procedures and practices to ensure that all employees, users and providers of its services are treated according to their needs.

For management posts, to ensure that within their service area fair employment practice and equality of opportunity are delivered.

	Dealing With Harassment/ Bullying In The Workplace
	The Trust believes employees have the right to be treated with respect and to work in a harmonious and supportive working environment free from any form of harassment and / or bullying.

The Trust has taken positive steps to ensure that bullying and harassment does not occur in the workplace and that procedures exist to resolve complaints as well as to provide support to staff.  It is your responsibility as an employee to abide by and support these steps so all employees can work in a harmonious, friendly and supportive working environment free of any harassment or intimidation based on individual differences.

Disciplinary action will be taken against any member of staff found to be transgressing the Harassment and Bullying Policy.

	No Smoking
	To refrain from smoking in any of the organisations premises not designated as a smoking area. ‘East London Foundation Trust is a Smoke free Trust – this means that staff must be smoke free when on duty or otherwise in uniform, wearing a badge or identifiable as ELFT staff or undertaking trust business.’

	Alcohol
	To recognise that even small amounts of alcohol can impair work performance and affect one’s ability to deal with patients and the public in a proper and acceptable manner.   Consumption of alcohol during work hours in not permitted.

	Confidentiality
	As an employee of the Trust the post-holder may have access to confidential information.  The post holder must safeguard at all times, the confidentiality of information relating to patients/clients and staff and under no circumstances should they disclose this information to an unauthorised person within or outside the Trust.  The post-holder must ensure compliance with the requirements of the Data Protection Act 1998, Caldicott requirements and the Trust’s Information and IM&T Security Policy.
To safeguard at all times, the confidentiality of information relating to patients/clients and staff.

	Data Protection Act

Data Protection – Your Data
	To maintain the confidentiality of all electronically stored personal data in line with the provision of the Data Protection Act.

As part of your employment with East London Foundation Trust, we will need to maintain personal information relating to your work on your personal file.  You have a right to request access to your personal file via the Human Resources Department.

To carry out as per Data Protection Act responsibilities with regard to the access and Health Records Act 1990.

	Safeguarding 
	All employees must carry out their responsibilities in such a way as to minimise risk of harm to children, young people and adults and to safeguard and promote their welfare in accordance with current legislation, statutory guidance and Trust policies and procedures. Employees should undertake safeguarding training and receive safeguarding supervision appropriate to their role.

	Service User and Carer Involvement
	ELFT is committed to developing effective user and carer involvement at all stages in the delivery of care.  All employees are required to make positive efforts to support and promote successful user and carer participation as part of their day to day work.

	Personal Development
	Each employee’s development will be assessed using the Trust’s Personal Development Review (PDR) process.  You will have the opportunity to discuss your development needs with your Manager on an annual basis, with regular reviews. 

	Clinical Governance
	As an employee of the trust you are expected to support the Trust's clinical governance framework for monitoring and improving standards of care. 

You must do this by:-

· taking part in activities for improving quality

· identifying and managing risks

· maintaining your continuous professional development

	Professional Standards
	To maintain standards as set by professional regulatory bodies as appropriate.  

	Conflict of Interests
	You are not precluded from accepting employment outside your position with the Trust.  However, such other employment must not in any way hinder or conflict with the interests of your work for the Trust and must be with the knowledge of your line manager.

	Risk Management
	Risk Management involves the culture, processes and structures that are directed towards the effective management of potential opportunities and adverse effects. Every employee must co-operate with the Trust to enable all statutory duties to be applied and work to standards set out in the Risk Management Strategy.

	Personal and Professional Development/Investors in People
	The Trust is accredited as an Investor in People employer and is consequently committed to developing its staff.  You will have access to appropriate development opportunities from the Trust’s training programme as identified within your knowledge and skills appraisal/personal development plan. 

	Infection Control
	Infection Control is everyone's responsibility. All staff, both clinical and non-clinical, are required to adhere to the Trusts' Infection Prevention and Control Policies and make every effort to maintain high standards of infection control at all times thereby reducing the burden of all Healthcare Associated Infections including MRSA. In particular, all staff have the following key responsibilities:

Staff must observe stringent hand hygiene.  Alcohol rub should be used on entry to and exit from all clinical areas.  Hands should be washed before and after following all patient contact. Alcohol hand rub before and after patient contact may be used instead of hand washing in some clinical situations. 

Staff members have a duty to attend infection control training provided for them by the Trust as set in the infection control policy. 

Staff members who develop an infection that may be transmissible to patients have a duty to contact Occupational Health.
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