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Job Description  

Hospice & Client Services Administrator 
[bookmark: _Hlk52302570]
1. Job Purpose
To provide a high-quality administration service to support the clinical and client-based services at North Yorkshire Hospice Care. 
To support the Hospice & Client Services Team to enable the effective provision of high-quality service to patients, and their families and other professionals involved in their care, working with the Hospice & Client Service Team Manager to ensure that all tasks for the services are efficiently and effectively completed.
2. Key Tasks

· To support the process of a person’s journey for the clinical and client-based services by interacting with SystmOne, or similar database systems, creating and updating care plans, liaising with professionals, patients and their families about a range of matters including visits, appointments, clinical needs and signposting as required.

· To support with the admission of a client or patient to clinical and client based services. Including preparing patient/ client notes, sending letters, liaising over email or the telephone.

· To support with the administrative tasks following a death or discharge of a patient or client. Including writing cards, arranging bereavement visits with families, ensuring notes are collected and collated.

· To manage the archiving of patient/ client details and notes for clinical and client-based services at North Yorkshire Hospice Care.

· To work with and support the Hospice & Client Service Team Manager to support all clinical and client-based services across the organisation.

· To support other administrative roles across the organisation when required.






The above is not an exhaustive list of duties and you will be expected to perform different tasks as necessitated by your changing role within the organisation and the overall business objectives of the organisation.

Key results/objectives/measures of success

1. Tasks are completed to a high standard in line with standard operating procedures.

Overarching responsibilities

· To embed the values of the organisation into your working practices evidencing this regularly and ensuring this remains a priority.

· To live out our values, which drive all that we do, in the context of your everyday work following our behaviour framework.

· To work in accordance, and fully comply, with our organisational policies and procedures.

· To carry out all duties in accordance with the law, , regulations, organisational frameworks, recognised professional guidelines and the have a commitment to FREDIE, integration and collective decision making.

Throughout your time with us we will conduct ongoing employment checks and performance reviews relevant to your role, for example professional registration checks, DBS, appraisals and regular contact meetings.


2. Terms and Conditions

Reports to:		Hospice & Client Services Team Manager


Location:		North Yorkshire Hospice Care sites


3. Person Specification


	What is required? 
	Is it essential or desirable? 
Essential = E
Desirable = D
	How is it assessed? 
Application = A
Interview = I
Task/Assessment = T

	Education/Qualifications

	Good general education
	D
	A, I

	Experience 

	Experience in an office environment
	D
	A

	[bookmark: _Hlk138432098]Experience and confident in the use of word, excel and databases
	E
	A

	Experience in a customer service type role
	D
	A

	Knowledge/Skills 

	IT skills
	E
	A

	Numerate and confident in dealing with figures and information 
	E
	A

	Understanding of data protection and information governance 
	E
	I

	GDPR and confidentiality compliance 
	E
	I

	Excellent communication skills both written and verbal 
	E
	I

	Excellent interpersonal skills 
	E
	I

	Excellent organizational and prioritisation skills 
	E
	T

	Ability to work under pressure, plan work and deal with varying priorities 
	E
	T

	Project management skills 
	E
	I

	Good collaborative working skills 
	E
	I

	Ability to learn quickly and adapt to changes, interest and understanding of the role. 
	E
	I

	Personal Attributes

	Ability to work on own initiative 
	E
	A

	Tact and diplomacy in dealing with a variety of situations, including the ability to deal with distressed people 
	E
	I, A

	Ability to work with high degree of accuracy and attention to detail 
	E
	A,T

	Flexible in attitude to work, and undertaking of role 
	E
	I

	Full understanding of and strong commitment to confidentiality 
	E
	A, I

	Awareness of resilience and ability to apply this to own life. 
	E
	A, I 
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