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Person Specification

	
	Essential
	Desirable

	Qualifications and Training
	· Good standard of education NVQ 2 plus additional experience equating to NVQ 3 as outlined below.
· GCSE English Language or equivalent
· Clear handwriting and spelling
· Numerate
	· NVQ Business Administration – Level II or equivalent
· RSA II   

· Certificate in Office
· ICare/EMIS Trained

	Experience
	· Previous experience of working in a busy public facing environment

· Previous experience in an admin role

	· Previous experience of working in a busy environment in a healthcare setting
· Experience on the 
ICare/EMIS System and 

Electronic Discharge Summaries System

· Previous experience of minute taking

	Skills and Abilities
	· Basic computer literacy (Word, Excel, PowerPoint)

· Good organisational and administration skills

· Good customer care skills

· Effective communication skills
	· Ability to prioritise a busy workload

	Knowledge
	· Basic understanding of practical Data Protection issues

· Knowledge of child and adult protection issues

	

	Personal Qualities
	· Able to work well within a team

· Able to work to tight deadlines and within available resources
· Able to work outside normal working hours on occasion if necessary to meet the needs of the department

· Able to work on any hospital site

	

	Circumstances 
	Able to work flexible shift patterns, according to service needs including early mornings, evenings and Saturday working on a rota. 

Cross-site working 
	


	Occupational Health
	Does this post require EPP clearance?
	Yes/No


Post Holder’s name/s: ................................................................................................

Post Holders’ Signature/s: ............................................................Date: ...................

Manager’s Name: ........................................................................................................

Manager’s Signature: ...................................................................Date: .....................
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