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JOB SPECIFICATION



POSITION TITLE:
Regional Clinical Secretary South 

PA to Dr Erica de Lange & Sylvia DuBarry (Regional Psychology & OT Directors)
RESPONSIBLE TO:
Regional Psychology & OT Directors South 
JOB DESCRIPTION

PURPOSE AND SUMMARY OF JOB:
To support the efficient and effective functioning of the South Region Clinical Directorate team as PA to the Psychology & OT Directors South.
MAIN DUTIES AND RESPONSIBILITIES:

· Collate data and information for the Regional South Psy & OT Directors to present to regular meetings
· Create power point slides as requested
· Arrange and coordinate relevant regional meetings on behalf of the OT & Psychology Directors at Millbank head office and South region
· Take effective minutes at meetings as required and distribute them in a timely fashion to the Psychology & OT Directorate South
· Follow up on any action points post meeting
· Book Psy & OT Directors travel requirements

· Collate data collection for the South

· Liaise with Achieve on compliance for Psychology & OT South Directorate 
· Support budget forecasting/tracking and keep a record of agency/external payments, including keeping the Locum tracker and Reports tracker updated
· Ensure organograms are regularly updated

· Maintain complete confidentiality of all matters
· Meet regularly with Psychology & OT South Directors
· Notify Line Manager as soon as possible of the inability to work, in line with the Attendance Management policy
· To understand and ensure the implementation of Health and Safety policy, Emergency and Fire Procedures
· To demonstrate non-discriminatory practice in all aspects of work
· To assist in ensuring quality targets are met in accordance with agreed standards
· To participate in agreed systems of appraisal and individual performance review with Line Manager
· Report any faulty appliances or equipment and any potential hazards to the Office Manager
· Undertake other duties required by the Line Manager and Psy & OT Directors.

KNOWLEDGE/SKILLS/EXPERIENCE:

· Good numerical and technology skills in particular Microsoft Excel, Word and PowerPoint
· To be able to work with multiple in-house and third-party systems
· Have an eye for detail ensuring accuracy

· Ability to organise own time and workload

· Ability to co-ordinate multiple tasks and urgent priorities

· Ability to work well under pressure

· Willing to undertake training course relevant to the job role in order to maintain skills/knowledge

· Ability to relate well to other people and function as a team player
· Ability to work using own initiative

· Be a self-starter on project work
· GCSE in Maths and English or equivalent level of numeracy and literacy

· Demonstrable administration experience including report preparation; organising meetings and diary management.
COMMUNICATION:

The role holder will need to:

· Provide administrative support to the Regional Psychology & OT Directors South 
· Communicate effectively both remotely and in-person with all relevant internal and external stakeholders

· Communicate and network with other administrators
DECISION MAKING AND PROBLEM SOLVING:

· You are required to work on your own initiative as well as working with your OT and Psychology South Directors.

WORKING ENVIRONMENT:

This Job Description indicates the main duties and responsibilities of the post and it is not intended as an exhaustive list.

Job holder: ……………..……… Signed: ……….......……….…….…..…... Date: ……………….

Manager: …………..………… Signed: ……….….………….……………. Date: …..…….………
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