LONDON AMBULANCE SERVICE NHS TRUST

JOB DESCRIPTION

 JOB TITLE: 


CBRN/HART Administrator 

 GRADE: 


Band 4 

 LOCATION: 


CBRN/HART Unit Deptford then Canning Town 

 HOURS: 


37.5 per week 

REPORTING TO: 
CBRN/HART Coordinator, CBRN/HART Management 





Team 

PURPOSE: 
To manage all the office administration for a station and its satellites and to provide an efficient and effective administrative service to the Management Team and staff. The post-holder would act as the first point of contact. 

KEY RESPONSIBILITIES: 

To manage office administration for the station, Management Team and staff. 

The collation of information to maintain and record the overtime, annual leave 

(including block leave) and sickness processes on a computerised system. The production and distribution of complex weekly returns to a deadline using a range of computer software. 

The cross checking and verification of daily overtime to Service protocols. 

Basic knowledge and application of Service policies and procedures and HR policies in order to deal with staff and management queries and provide basic advice. 

To provide an Administrative and when required, secretarial service to the 

Management Team on station, composing letters, documents and diary management including collating and preparing agendas and taking minutes at regular station, management and external meetings. Make arrangements for meetings and inform delegates. Produce and circulate minutes. 

Act as the main point of contact for the station. Deal with both routine and non 

routine queries and tasks arising from both internal and external sources. In particular liaising between the Resource Centre and the station team to complete all administrative tasks relating to operational staff, vehicle and resource availability, staff absence and overtime. 

Deal with Coroner’s Court statements and inquests, police statements and interviews, solicitor’s queries and road traffic accident reporting. 

Maintain and update notice boards and Service policy and Procedure manuals at main stations and ensure distribution to the satellite stations 

Undertake audits such as defibrillator, mileage, drugs etc. to deadlines on a frequent basis. Gather data to provide statistical information on a range of subjects to the Management Team and other departments. 

To cross reference and collate on a daily basis all Patient Report Forms and Job Summary forms and ensure prompt delivery to Waterloo Headquarters for data entry. 

Ordering and receipting all accident and emergency consumables, stationery and uniform for the station and staff through EROS (Electronic Requisitioning and Ordering System). Maintain admin stock levels to meet station requirements understanding budgetary constraints. 

Liaise with Fleet Maintenance and/or the management team on issues relating to vehicle defects, road traffic accidents, servicing, MOTs etc. 

Liaise with Estates and/or the management team to report station maintenance problems and contractors sent to station. 

Provide familiarisation of the administrative role to new complex staff. 

Provide training to new Station Administrators as and when required. 

Maintain office filing systems including updating personnel files and filing databases. 

To undertake any other duties appropriate to the grade of the post. 

KEY RELATIONSHIPS 

Complex Management Team 

Complex Crew Staff – To provide a link between crew staff and all other Service departments. 

Payroll Department – Weekly absence returns, overtime and subsistence forms. 

Human Resource Department – Weekly absence returns and staff movements. 

Legal Services Department 

Resource Centre 

Management Information – Absence returns, Patient Report Forms, AEM1 and Archive requests. 

Estates 

Fleet Support – Mileage audit, fuel cards, vehicle transfers, Tax Discs. 

Purchasing 

PERFORMANCE MEASURES: 

The effective and efficient operation of all administrative tasks within a station. 

The accuracy and timeliness of work undertaken. 

The satisfaction of the Ambulance Operations Manager with the quality and quantity of the administrative and required secretarial support that is provided. 

LONDON AMBULANCE SERVICE NHS TRUST

PERSON SPECIFICATION

JOB TITLE: 

CBRN/HART Administrator

LOCATION: 
CBRN/HART Unit

Listed below are the key requirements needed to perform this job. Candidates will be assessed against each of these criteria. 

The criteria below will either be assessed by: (A) = Application, (I) = Interview or (T) = Test. 

EDUCATION AND EXPERIENCE 

Essential 

Significant recent experience of office / administrative work (A) (I) & (T) 

Experience of using Excel for Windows and word processing software, ideally Word for Windows (inputting and processing information) (A) (I) & (T) 

RSA II or equivalent typewriting and word processing experience (A) 
Good all round level of education, including Maths and English GCSE (or equivalent) (A) 
Recent experience of using an email system such as Microsoft Outlook (A) & (I) 

Desirable 

Knowledge of other Microsoft Office applications (A) & (I) 
Clean Driving Licence (A) 
KNOWLEDGE, SKILLS AND ABILITIES 

Essential 

Good typing / WP skills (minimum typing speed 40 wpm) (A) & (T) 

Strong organisational abilities (A) & (I) 

Good attention to detail (A) & (T) 

Ability to work effectively on own initiative, organising own workload (A) & (I) 

Strong verbal and written communication skills (A) & (I) 

Able to maintain confidentiality. (A) & (I) 

The ability to deal with information that may be of a sensitive or distressing nature (A) & (I) 
Good interpersonal skills i.e. tact & diplomacy (A) & (I) 

Ability to adapt to ever changing working environment on a daily basis. (A) & (I) 

OTHER REQUIREMENTS 

Understanding of and demonstrable commitment to equal opportunities and diversity as an employee (A) & (I) 

Acceptable level of absence due to sickness in accordance with standards set out in LAS policies (A) & (I) 

Understanding of Health & Safety policies (A) & (I) 

