LONDON AMBULANCE SERVICE NHS TRUST

Job Description

Title:
Personal Assistant to Director 

Base: 

Ambulance Service Headquarters

Grade/Salary:
Band 5 £20,710 - £26,839 plus 20 per cent high cost area supplement 
Hours:

37.5
Responsible to:
Director 
Accountable for:
N/A

-------------------------------------------------------------------------------------------------------

Job Summary:

To provide extensive high level professional secretarial and administrative support to Directors at all times, promoting the image of the Trust and its Directors through interaction with staff, external bodies and members of the public. 
Summary of objectives/responsibilities/duties of the post:

1.0
Communication


Have a good grasp of incoming correspondence, able to assess importance and urgency and, where appropriate, respond on Director’s behalf without instruction.  Urgent items should be brought to Director’s attention at the earliest opportunity.
1.1
Emails


Check Director’s emails regularly, bringing important items to Director’s attention.  Constantly filter, print and categorise emails highlighting where attention needed from Director.  Reply on Director’s behalf where appropriate or suggest reply or action to Director.  Will often view sensitive and confidential information (for example, details of serious untoward incidents – SUIs or dismissal correspondence) and will be required to maintain high levels of confidentiality. May occasionally view material of a disturbing nature related to particular incidents.

1.2
Post


Open post in timely manner, and categorise and maintain appropriate records. Forward post to other staff members only consulting Director when appropriate.
1.3
Telephone


Answer own and Director’s telephone calls, assess importance and act accordingly, directing call to other relevant staff member where appropriate.  Ascertain if calls are important enough to disturb meetings. Keeping appropriate record of telephone messages and ensuring calls have been returned.
1.4
In person


Act as first point of contact for Director’s visitors, receiving and welcoming them. These visitors will include senior representatives from other health service organisations, Department of Health, external agencies, local and national government amongst others.  May be required to deal with people in difficult situations or people who become agitated, maintaining a courteous professional manner at all times.

2.0
Diary Management


Effective management of Director’s diary providing sufficient time for the Director to undertake all elements of operational and strategic roles and providing relevant detail including documentation for meetings in advance.  Act as ‘gatekeeper’ to Director’s diary by prioritising meetings and professionally managing any resulting conflict with people who have legitimate demands on Directors time.

3.0
Meetings

3.1  
Using advanced Microsoft Outlook features, arrange a high volume of meetings by researching delegate availability, locating suitable venues and arranging refreshments.  Circulate agenda and supporting papers in good time and take minutes at regular meetings.  
3.2 
Organise travel and accommodation arrangements for external meetings/conferences, locally, nationally and occasionally internationally.

3.3
Organise and attend where appropriate regular directorate meetings.
4.0
Filing and retrieval
4.1  
Operate and maintain bring forward system to ensure daily meeting papers and reminders are given to Director in good time.

4.2  
Ensure hard copy/electronic filing is filed in appropriate place in timely fashion.  Continuously review filing systems to ensure efficiency.  Anticipate files needed by Director and automatically locate these for relevant meetings.
5.0


Word processing/presentations


Type meeting notes/flip charts/correspondence to a high standard of accuracy and grammar using Microsoft Word and Excel. Draft appropriate correspondence on behalf of the Director and proof read documents submitted for typing. Create and compile complex presentations using Microsoft PowerPoint.

6.0
Contacts





Maintain own and Director’s contacts list using Microsoft Outlook. 
7.0
Research

7.1 
Using internet/hard copy publications, research meeting venues, meeting locations, maps, driving instructions and travel information for external meetings.  Ensure this information is given to Director in advance of meetings.
7.2 
Using internet/hard copy publications, research NHS and other publications required by Director, sometimes at short notice.
8.0
Financial/Payroll/HR procedures

8.1
Prepare requisitions using electronic ordering system (EROS), process invoices and receipt goods on behalf of Director.  Request production of cheques when required.

8.2
Process monthly travel expense forms, ensuring all relevant signatures are obtained.

8.3
Process annual leave cards for Director and their direct reports.

9.0
Organisation and Planning

Plan ahead meticulously with great attention to detail keeping to all deadlines set.  Maintain up to date ‘to do’ lists and prompt Director on unfinished tasks they are responsible for.  Constantly monitor Director’s diary for any possible difficulties.  Prioritise own and Director’s work on a daily basis and chase replies to correspondence from Director or self.
10.0

Director specific responsibilities


There will be duties contained within this role which are specific to the area of responsibility of the individual Director.
11.0
Freedom to act


Supervision for this role is minimal, with the post holder expected to take the initiative in ensuring all elements are carried out as required.  
12.0

General office duties

12.1
In the absence of other PAs, anticipate and provide PA cover for other Directors (taking messages, opening post, greeting visitors and any other task requested) often at short notice.

12.2
Flexibility with working hours is required to ensure PA cover is provided from 08.00 -17.30.  Changes to working hours are sometimes needed with little or no advanced warning.
12.3  Order stationery, maintain efficient stock levels of all equipment, maintain office equipment and distribute twice daily postal deliveries.

13.0
Development


Attend relevant Trust events to keep abreast of developments within the organisation.  Continually look for opportunities to develop professional and personal skills.

14.0 Other
14.1 
Support the Director in the administration associated with the implementation of corporate policies within their area. 


Carry out any other duties commensurate with the grade and in line with the requirement of this post.


This job description gives a general outline of the post and is not intended to be inflexible or a final list of duties.  It may therefore be amended from time to time in consultation with the post holder.

15.0    Health and Safety at Work Act


The post holder must be aware of the responsibilities placed upon them under the Health and Safety at Work Act 1974 to ensure that agreed procedures are carried out and that a safe working environment is maintained for patients, visitors and employees.

16.0
Diversity


The post holder must be aware of the responsibilities placed upon them under equalities legislation and the Trust’s diversity policies and ensure that they foster an environment in which difference is valued.

17.0
Values


The post holder must be aware of and uphold the Trust’s vales and take responsibility for modelling these to others within the Directorate and the Trust generally.
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Person Specification

Job title:  PA to Directors Finance/Human Resources and Organisation Development
Listed below are the key requirements for this job.  Candidates will be assessed against these criteria.
Communication and Relationship Skills

Demonstrate ability to communicate clearly and concisely with a wide range of people at all levels. (A) (I)

Ability to deal with people in difficult situations where tact and a helpful manner are paramount. (A) (I)

Ability to deal with sensitive/confidential information. (I)

Excellent telephone manner (A)

Knowledge, training and experience

Advanced knowledge of Microsoft Word, Excel, Powerpoint and Outlook.  (A) 

Minute taking experience. (A)

Previous PA experience at senior level. (A)

Analytical and judgemental skills

Ability to analyse information received on behalf of Deputy Director for importance/urgency and act accordingly.  

Ability to prioritise work (A) (I)

Planning and organisational skills

Excellent planning and organisational skills especially with regard to the prioritisation of work (A)

Ability to meet deadlines. (A)

Ability to work with constant interruptions (telephone, visitors) and be flexible with work plans. (A) (I)

Physical skills

Minimum typing speed of 40 words per minute with high accuracy of spelling and grammar. (A) (I)

Responsibilities for patient/client care

Minimum contact with patients/clients. 

Responsibilities for policy and service development implementation

Adheres to policies made by others. 

Responsibilities for financial and physical resources
Responsible for receipting services/goods sometimes in excess of £5,000. Personal duty of care towards equipment and resources used in daily work.

Jointly responsible for maintaining stationery stocks for directors and own use. 

Reporting of faulty equipment and follow up repair/replacement

Responsibilities for human resources

Deals with routine HR procedures and assist Director in the administration of implementing HR policy.

Responsibilities for information resources

Taking accurate formal minutes at several LAS meetings. 

Storing such information in electronic and hard copy format. 

Creating spreadsheets for a variety of purposes.

Responsibilities for research and development

Occasionally carries out surveys/questionnaires as part of project work.

Freedom to act

Little supervision from Deputy Director, carries out work independently.  Weekly meetings with Deputy Director are only real supervision.

Physical effort

Sitting for long periods in the same position is integral part of role.

Mental effort

Concentration required to ensure priorities for are met.

Mental effort required due to frequent interruptions to work plan.

Emotional effort
Occasional exposure to distressing situations described in emails.

Working conditions

Required to sit in front of computer and VDU almost continuously.
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