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JOB DESCRIPTION

JOB TITLE:
Enablement Team and Safeguarding Lead Administrator 
BASE:



LOROS Hospice, Groby Road, Leicester
RESPONSIBLE TO:
Enablement Physiotherapy Clinical Lead 
HOURS:
37.5 hours per week 

JOB SUMMARY:

To provide a comprehensive administrative support service primarily to the Enablement Team (Physiotherapy, Occupational Therapy and Social Work) and Safeguarding Lead who provide services to patients, relatives, visitors, volunteers and staff of LOROS.
To work alongside other clinical administrators/co-ordinators for Inpatients, Outpatients and Day Therapy to ensure adequate administrative cover is maintained particularly for fluctuating workloads, annual leave, absence and lunch time periods.
To work flexibly at all times providing administrative cover within the clinical administration hub and booking in desk, as required.

DUTIES & RESPONSIBILITIES 
ADMINISTRATION DUTIES:

· To provide an administrative support service to the Enablement team, Safeguarding Lead and administration hub.

· Type letters and correspondence as required and distribute as appropriate, ensuring that these are in accordance with LOROS standards.  

· Arrange meetings, including booking meeting rooms, equipment and organising refreshments as required.

· Service meetings by producing agendas and associated documents, including taking accurate minutes for approval and circulation.

· Take telephone messages ensuring they are communicated to the relevant members of staff in an accurate and efficient manner. Ensure all appropriate information is gathered and the caller is referred to the appropriate person.  

· To manage electronic diary systems of the Heads of Department and co-ordinating arrangements of meetings, as required.

· To update and maintain accurate files and records both manual and electronic.

· To input appropriate clinical data on to SystmOne and spreadsheets as required.
· To assist in the preparation of induction/teaching and conference presentations as required.

· To liaise with members of the multi-disciplinary team, other healthcare professionals and external hospital staff as required.

· To communicate in a sensitive manner, particularly when speaking to LOROS patients, their relatives/carers. 
· To collect and distribute incoming mail and deal with outgoing mail as required.
· To assist with the production of statistics and audit by healthcare professionals, including the collation of medical notes as required.
· To maintain staffing rotas annually for each discipline keeping these up to date as directed by Enablement and Safeguarding leads

CO-ORDINATION DUTIES:

· Register patients onto appropriate health professional caseloads on SystmOne, including inpatients, outpatients and day therapy

· Deal with actions as directed by the health professional which will include booking of assessments/appointments on SystmOne and sending a confirmation letter to the patient along with any supporting information.
· Answer telephones and deal with enquiries and queries,  referring to health professionals as needed

· Contact patients/carers 24 hours before appointments for any screening required. Confirm attendance and & confirm arrange transport for patient appointments as required in line with hospice policy.
· If a patient cannot attend an appointment re-arrange or seek advice as necessary

· Distribute questionnaires and information to patients as required 

· Check SystmOne outcomes have been completed for all clinics
· Deal with administrative tasks regarding patient’s attendance, liaising with other hospice departments, GP’s, District Nurses, hospital departments or other support services involved with the patient including tasking on SystmOne, as appropriate
· To work flexibly at all times providing administrative cover within the clinical administration hub and on the booking in desk for meeting and greeting patients to LOROS.

GENERAL:
All staff are subject to Equal Opportunities Legislation, the Data Protection Act and LOROS Confidentiality Policy.

To carry out and comply with the prevention and control of infection as per LOROS policies and procedures.

All staff are subject to LOROS policies, procedures and conditions of service, with reference to the Health and Safety at Work Act 1974.

The post holder is responsible for safeguarding the interests of children and adults who they come into contact with during their work. To fulfil these duties post holders are required to undertake mandatory training to recognise the signs and symptoms of abuse, or neglect, or individuals at risk and to follow LOROS policies relating to safeguarding practice including reporting any concerns that they may have.

Take reasonable care for the health and safety of themselves and of other persons who may be affected by their acts or omissions at work.

Co-operate with their employer as far as is necessary to meet the requirements of the legislation.

All staff should be aware of and aim to contribute to LOROS’ Vision and Mission and also strive to exhibit the Values & Behaviours at all times (see attached document).
The contents of this job description are not exhaustive and may be amended in accordance with the needs of the service after discussion with the post holder whose agreement will not be unreasonably withheld.

Signed…………………………………………………………  Date…………………………………………

Postholder

Signed………………………………………………………..  Date ………………………………………..

Line Manager
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