[image: image1.jpg]North Tyneside Council




	For HRU use only
	Ref: 4453


	Directorate
	Community Services, Adult Social Care

	Section/Location
	Adult Social Care  

	Post Title
	Administrative Assistant

	Permanent/Temp
	Permanent

	Grade
	Grade 5 

	Responsible to
	Service Manager

	Responsible for
	None

	Job Purpose

	To support  the team to provide an efficient and effective service by providing a  professional and accurate administrative support service.

 To contribute to the aim and vision of Adult Social Care and being an effective part of a single team.  

To assist the team to implement the personalisation agenda resulting from the Health and Social Care Bill and to assist the team to promote the Reablement agenda within the Health and Social Care community, and the use of Reablement approaches within Adult Social Care.

To maintain records of interventions with customers including personal and sensitive data, ensuring that all data is handled and stored in line with Council policy and the Data Protection Act.

Records could be paper based or electronic. 

To support other team members to develop electronic records.

Contribute to improvement and development of office systems.

The post holder will be expected to work flexibly in terms of the function and service area that they support





	Job Content

	· To work at the direction of the Service Manager and other line managers, in collaboration with other team members to contribute to the efficient and effective working of the team. This will specifically include:

· Word processing and production of reports, taking of minutes at meetings and production of the draft and final documents following the meeting, letters and correspondence and other written work as necessary.

· Supporting the wider Adult Social Care Team by taking detailed and accurate notes at fact find and disciplinary hearings and producing the records of these meetings.
· Organising and attending safeguarding meetings as the minute taker
· Input and extraction of information from computerised client databases such as AIS, CCM,  Cequip and any future systems that might be introduced.

· Answering the telephone and dealing with initial queries from customers both internal and external and including users of the service

· Assisting with electronic and paper diary management, ensuring that appointments are made and communicated effectively.

· Operate a switchboard where necessary

· Filing and maintaining of client records. This will include the management of historic paper files including where necessary destruction of records and also the creation and maintenance of electronic client records

· General clerical and administrative tasks as necessary eg dealing with incoming and outgoing mail, photocopying, stock control and reordering, petty cash,  arranging bulk printing, faxing, arranging meetings.

· Creation and management of other computer programmes such as databases and spreadsheets that might be required at local level to manage work flows.

· Contribute to improvement and development of office systems.

· Ensure the security of sensitive and personal information as needed.

· Providing a meet and greet service where needed for visitors

· Contribute to meeting the performance targets within the team and providing senior staff with the data to monitor and measure performance in a timely way.
· Work within health and safety arrangements, and take appropriate responsibility for their own Health and Safety and that of others T

· Understand the promotion of Personalisation and where appropriate be involved in the development of systems and processes within the Team to support this

· Undertaking accredited and in house development and training as appropriate and as required by the Authority

· Attend and contribute to meetings, including team meetings, and ensure attendance at relevant briefings

· To comply with the Operational Manager in the completion of audits of case recording (electronic and file) in accordance with the quality assurance process

· Take responsibility for continuing personal development and participate in appropriate training and development activities.

· Maintain confidentiality at all times, advising an individual if the information they have provided cannot be kept private(eg a safeguarding issue)

· To contribute to service development and improvement in the team and service area

· To identify and advise the Operational  Manager of all issues affecting service delivery

· Actively promote a positive view of the Council and Adult Social Care service both within the team and externally

· To support and take part in projects across Adult Social Care

· Any other duties commensurate with the grading of this post.




	Performance standards

	Serving our residents and visitors

· You understand and are skilled to recognise and meet differing needs.

· You ask for, and act on, feedback from customers.

· You apply the customer service standards. 

· You are professional, friendly and helpful to customers, treating them fairly, and giving accurate and honest information, using simple language. 

· You communicate in a way that is effective for each person.

· You will take ownership of a customer’s problem and work to resolve this as soon as possible. Where the problem is transferred to someone else you make sure that the customer is aware of what is happening.

Self awareness and taking personal responsibility

· You take part in learning activities, making the most of the learning experience (e.g. taking notes, asking questions, taking part in required tasks). 

· You put new knowledge, understanding, or skills to practical use on the job.

· You share your new knowledge and skills with others.

· You discuss your learning and development needs with your line manager and agree appropriate actions.  

Effective communication

· You present information in a way that is appropriate to the topic and audience and in line with the council’s guidelines.   

· You actively listen by paying attention to messages from others, confirming your own understanding and responding appropriately.

· You take responsibility for asking others to clarify things when you are not sure what is expected.

Making change happen

· You respond positively to change and communicate positively about change to others.

· You suggest ideas for improvement and new ways of doing things better.

· You treat change or new situations as an opportunity for learning or growth.

· You evaluate and learn from the outcomes and impact of change.

· You are prepared to change your working practices and behaviours where necessary.

· With the support of your manager you are aware of how your work fits in with the council/ service area’s priorities.

· You work to a high standard, take pride in what you do, and approach work challenges with a “can-do” attitude, that includes good time keeping, and does not waste council resources etc.

· You make sure that your behaviour is in line with governance and regulatory guidelines such as health and safety, equality and diversity.

· You keep up to date on current best practice and perform your role within legal, regulatory, ethical and professional requirements set out within your area of work.

· You role model and demonstrate high standards of behaviour such as meeting deadlines, punctuality at meetings and refocus effort as appropriate. 

· You demonstrate respect for others by being prepared for meetings through familiarising yourself with any documentation provided.

· You reflect on your performance and are able to identify what went well and where you can improve for the future.

· You provide advice, information and guidance based on accurate and up to date professional knowledge sources.

· You accept responsibility for outcomes (positive and negative) of your own work.

Working collaboratively

· You establish effective relationships with people from diverse backgrounds.

· You work with colleagues from across the organisation to deliver a seamless service to the customer.

· You avoid blaming others and take shared responsibility for problems/issues.

· You continually examine your own behaviours to avoid stereotypical responses.

· You actively participate as a member of the team to achieve positive results and targets for the service and the council.

· You treat people with dignity, respect and fairness.

· You understand your role within the team and take personal responsibility for delivering.

· You develop effective relationships with colleagues, including those within other organisations. 

· You follow up commitments in a timely manner.

· You contribute to the team’s direction, goals, priorities and targets by sharing suggestions/ideas to improve.

· You keep up to date on key trends within your work area and understand how these can impact on your job role.

· You make suggestions on how your service and others might be improved.

Inspiring others

· You set an example to others within your team and across the council.

· You have a positive outlook and try to lift the spirits of the team.

· You celebrate the achievement of your colleagues.

· You influence others to gain co-operation/support to achieve goals/targets etc.



	Working conditions

	· 37 hours

· Flexible working scheme
· To be prepared to work flexibly across functions and locations to meet the need of the service.
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	Factor
	Essential
	Desirable
	Assessment means

	Skills and Knowledge
	Ability to demonstrate initiative and self motivation as well as being able to follow instruction

Excellent written and verbal communication skills

Good literacy and numeracy skills

Proven IT skills

and knowledge of administration systems and processes.

Knowledge and ability to confidently use a range of IT software packages including Excel Word and Access

Accurate typing skills

Ability to work in a flexible and responsive way


	
	Application form

Personal profile

References

Interview

Selection exercise

	Qualifications and Training
	5 GCSE’s at grades A – C including mathematics and English.(or equivalent)

ECDL or CLAIT 

Ability to use Excel

Ability to use Word

Ability to use Access


	Experience of using PowerPoint

NVQ level 2 in Administration or equivalent


	Application form

Personal profile

References

Interview

	Experience
	Experience of working in a busy  administrative environment

Experience of working with customers.

Experience of working as part of a team and to be able to work flexibly across differing functions within Adult Social Care.

Experience of managing sensitive and complex information electronically


	Experience of working within an adult social care or health background

Experience of using AIS/Swift
	Application form

Personal profile

References

Interview

	Special Requirements
	Ability to work under pressure and to deadlines


	
	Application form

Personal profile

References

Interview
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