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JOB DESCRIPTION
	Job Title 
	Administrator 


	Salary
	£20,092.00 - £23,080.00 

	Directorate: 
	People
	Section

Location:
	CMHT OA,

Church Hill House

	Grade

Salary Range:
	BG – I
£20,092.00 - £23,080.00
	Work style:
	Free


	Key Objectives of the role

	This is an exciting opportunity to join the busy and fast paced Community Mental Health Team for Older Adults at Church Hill House.  You will be working with health and social care professionals to ensure a high quality of work is delivered. 

Your work will support the team and requests will range from the administration of incoming referrals, booking appointments, supporting the team with administration of reports, assessment, letters and answering incoming telephone calls from clients, their families and third parties, acting as first point of contact for the Older Peoples Mental Health Team in Bracknell.



	Designation of post and position within departmental structure
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	Daily and monthly responsibilities

	To provide supervisory support to members of the Community Mental Health Team for Older Adults based at Church Hill House, to include:

· Answering and dealing with telephone callers in a courteous manner, giving appropriate advice, taking and relaying messages accurately, processing enquiries and keeping a record of these transactions. Telephone calls may be of a sensitive nature. 
· To keep patient records up to date on both the Trust’s electronic data base (RiO) and the local authority electronic data base (LAS).  This forms a large part of the role and training will be given as required. 

· To arrange safeguarding, best interest and general team meetings as required by multi-disciplinary team compiling agendas and taking / transcribing and distributing the minutes in a timely fashion. 
· To undertake any typing, photocopying, collating and distribution of documents as required by the Social Work and Clinical Teams.

· To assist with data quality and scanning onto electronic recording systems. 

· At times, required to set own priorities and act independently under the constraints and demands of the job, deciding when it is necessary to contact the line manager.

Such other duties as may from time to time be necessary, compatible with the nature of the post.  It should be noted that the above list of main duties and responsibilities is not necessarily a complete statement of the final duties of the post.  It is intended to give an overall view of the position and should be taken as guidance only.



	Scope of role

	The Community Mental Health Team for Older Adults is busy, requiring a timely response to requests for services.  However, you will be given time to meet the demands of the service as part of a supportive team.  

This position has access to information on matters of a confidential nature relating to work of NHS services, social services and/or the health and personal affairs of people who use our services and staff. Under no circumstances should such information be divulged or passed on to any unauthorised person(s) or organisations.
There is no budgetary responsibility.
All employees working with vulnerable adults have a responsibility for safeguarding and promoting their welfare. 
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PERSON SPECIFICATION
	KEY CRITERIA
	ESSENTIAL
	DESIRABLE 

	Skills and qualifications

	5 GCSE’s (Grade C or above) or equivalent including Maths and English.

NVQ level 3 in Administration.

ECDL Qualification.


	ECDL Advanced Excel Qualification.

	Competence Summary

(Knowledge, abilities, skills, experience)


	Excellent telephone manner.
IT literate and competent in use of Word, Excel, PowerPoint, Outlook.
Administration skills, letter writing, proof reading, maintaining computer based information accurately. 

Able to cope with and adapt to changing circumstances and priorities.

Receptive to new ideas and able to accept and support individuals through change.

Self-motivated with ability to work with minimal supervision.
Experience of working in a busy office environment.
Minute/note taking skills and experience with good verbal and written communication skills.
Awareness of the importance of confidentiality.
Commitment to anti-discriminatory practice.
Excellent attention to detail.

Ability to work effectively within a team and to work using own initiative.
Effective time management and attention to detail.
Understanding of and commitment to the requirements of safeguarding adults at risk.
	Knowledge of RiO / LAS.

Previous experience of working in Mental Health Services.

Up to date First Aid qualification / willingness to join the team of site first aiders.

Experience of acting as a fire warden / willingness to join the team of site Fire Wardens.


	Work-related Personal Requirements


	A flexible approach at all times.
Able to work within a busy and demanding environment.

Ability to work to deadlines.
Maintain a professional attitude at all times.
	

	Other Work Requirements 


	Prepared to undertake training essential to carry out tasks required.

A satisfactory enhanced Disclosure and Barring Service Check.
	


	KEY CRITERIA
	ESSENTIAL
	DESIRABLE



Role models and                                                       

demonstrates the 
Council’s values and                                   

behaviours

