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Myeloma

Myeloma UK deals exclusively with myeloma, a type of blood cancer that affects plasma
cells in the bone marrow. These cells produce abnormal proteins and can cause a range
of complications including bone damage, kidney impairment and anaemia.

In the UK, there are approximately 17,500 people living with myeloma at any given time
and around 5,700 diagnosed every year. Although there are a growing number of
effective treatments, these do not work for all patients; 20 — 25% of whom have high-risk
myeloma, which means their outlook is generally very poor with a survival horizon of just
2-3 years.

There is currently no cure for myeloma and our goal is to find a cure.

Myeloma UK helps myeloma patients live longer and with a better quality of life, providing
a broad and innovative range of services which cover every aspect of myeloma, from
providing information and support to patients, their families and healthcare professionals,
to improving standards of treatment and care through research, education, campaigning

and raising awareness.

Patients drive the organisation’s sense of urgency and desire to accelerate the delivery of
improved care, effective treatments and ultimately to help find a cure for myeloma

The Myeloma UK team works tirelessly to accelerate breakthroughs that benefit patients
in their everyday lives. We aim to:

e Support and improve care, experience and treatment for patients
e Find answers: invest in myeloma research

e Lead change: give myeloma the prominence needed
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Myeloma UK wants to address and remove, rapidly and systematically, the barriers and
challenges that are slowing down or preventing research, development and access to new
effective treatments, optimal care, support and information.

It is the understanding of these barriers and challenges and the solutions that have been
put in place that has enabled Myeloma UK to improve access to the next generation of
myeloma treatments in the clinic.

By contributing funding, speed and efficiency into the critical steps of the drug discovery,
development and approval process, Myeloma UK is transforming the way in which
myeloma is researched, treated and managed.

To achieve this strategy, Myeloma UK:

Funds a translational research programme to uncover the genetic changes which
drive myeloma and how this can be used for precision medicine, supports clinical
trials that aim to accelerate patient access to new life-extending drugs; and
provides a Health Services Research programme to inform how myeloma is
treated, how patient quality of life can be supported, and how patient care is
designed, delivered and funded

Provides resources for healthcare professionals so that diagnosis is improved,
best practice is shared and patients receive the best possible treatment and care

Works in partnership with decision-makers to ensure the earliest possible approval
of new drugs and that the NHS provides the services patients and their families
need. We do this through producing policy reports, providing empirical evidence,
participating in consultations and launching strategic campaigns with the
myeloma community

Supports patients and their families through a comprehensive range of services
including the Myeloma Infoline and Patient and Family Infodays
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Our values help make us unique; together they shape the way we behave as an
organisation and assist us in our goal to make myeloma history. We value:

e Excellence — We constantly strive for excellence in everything we are involved with,
helping us achieve consistently high standards while offering well-informed
support. We have expert knowledge, delivering quality in everything we do

e Compassion — Our understanding nature underpins all conversations, meetings
and interactions. This warmth helps us empathise with people in difficult
situations, offering support while being thoughtful and considerate colleagues

e Passion - Our passion encourages us to go over and above, channelling our
energy positively to make significant, measurable progress. We believe in what we
do. Our desire to find a cure is unstoppable, as is our drive to help those affected

e Collaboration - We are united behind our goal of finding a cure for myeloma. To
achieve this, we work with and support a wide variety of stakeholders to drive
progress. This collaborative approach empowers us to work as a team, share
progress, knowledge and involve the right people

e Innovation — We are always searching for new ways to challenge myeloma. Our
work progresses new drugs and treatments; influences policy and encourages
positive change. Our ability to look at situations from a variety of perspectives
allows us to explore new avenues and find the best ways to support the people we
interact with
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Job Description

Services Administrator — permanent, full-time

Edinburgh

Healthcare Advocacy Services Directorate

Patient Information Manager

This post has no direct reports

Job Summary

This role provides administrative support to the patient information and healthcare
professional programmes within the Healthcare Advocacy Services Directorate to ensure
effective operation of Services functions.

The Services Administrator will regularly provide cover for the Myeloma UK Receptionist,
including lunchtime cover, periods of annual leave and sickness.

As a member of the Services Team, the postholder will contribute towards the delivery of
the business’s strategic, operational, and departmental plans.

Main Duties and Responsibilities

1. Patient, family and carer information

e Take and process all patient information requests (submitted by phone, email and
website) and record relevant information on Raiser’'s Edge database

e Run database queries for mailings and promotions

e Regularly update the patient information publication order form with any new
resources

e Update patient information Key Performance Indicators (KPIs)
e Carry out fortnightly stocktake of all patient information and keep stockroom tidy

e Administer subscriptions and mailings for our patient information magazine
Myeloma Matters and newsletter AL amyloidosis Matters



Myeloma
e Undertake any other administration identified associated with patient information
programmes
e Provide cover for Service Events Administrator as and when necessary
2. Healthcare professional programmes
¢ Record all healthcare professional programme activities on Raiser’'s Edge database

¢ Run database queries for mailings and promotions

¢ Administer the healthcare professional online resources e.g. registrations, password
resets, study plans

e Update healthcare professional programme Key Performance Indicators (KPIs)

e Undertake administration of the Myeloma Nurse Learning Programme, Myeloma
Academy and e-bulletins

e Undertake any other administration identified associated with healthcare professional
programmes

3. Cover for Receptionist/office administrator

e Answer calls coming into the main switchboard and greet visitors in a pleasant and
professional manner

e Process all incoming mail, including entering cheques on the post spreadsheet and
passing to the Finance Administrator for processing

e Process all outgoing mail and deal with courier bookings

e Research and book travel and accommodation for Myeloma UK staff, ensuring the
best use of employees’ time and organisational resources

e Issue sickness self-certification forms and weekly absence email

e Order office stationery, maintain adequate stock levels and keep stockroom tidy

e Order and maintain adequate stock levels of kitchen and bathroom supplies
General

Continuous improvement, developing skills, adhering to organisational quality standards,
and team-work underpin all roles at Myeloma UK.

General responsibilities include:

e Adopt the Myeloma UK principles of quality management
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e Be attentive to and implement organisation brand and style guidelines

e Participate in team meetings and work together with colleagues to maintain and
improve knowledge and skills

e Act as a source of information and support to colleagues throughout the
organisation

e Build productive working relationships with external advisers to maintain and
enhance their commitment to Myeloma UK

e Demonstrate a commitment to ongoing learning and development and to
participate in any training relevant to the role

e Undertake such work as may be appropriate to the post
This job description is not exhaustive. It merely acts as a guide and may be amended to

meet the changing requirements of Myeloma UK at any time after discussion with the
post holder.
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Person Specification

e Previous experience working in | e Experience of using a
an admin support role database (Raiser’s Edge)
e Experience of working in a
patient organisation/charity
environment

e Excellent written and verbal
communication skills, with the
ability to communicate at all
levels both internally and
externally

e Strong organisational skills
with the ability to plan and
organise work, working to tight
deadlines simultaneously
managing a number of
initiatives

¢ High level of attention to detail

e Excellent IT skills

e Ability to work calmly under
pressure maintaining a flexible
‘can do’ attitude

e A desire to continuously
improve

o Dedicated team player

e Commitment and desire to
make a difference

e Flexibility and ability to use
own initiative

e 100% reliable and trustworthy




@yalomaUK

Terms and Conditions

Services Administrator (permanent, full-time)

£17,000 - £19,000 per annum

Six months

The standard working week comprises 35 hours,
Monday to Friday. Myeloma UK operates a flexitime
scheme and details will be provided by the HR and
Operations Manager.

The post holder will be expected to assume duties
outside working hours to support the delivery of their
role and the operation of the organisation when
required.

Holiday entitlement is 30 days per calendar year, plus
6 public holidays.

Myeloma UK complies with its auto-enrolment
obligations and, subject to matched employee
contributions, offers a 5% pension contribution to all
staff.

Myeloma UK is situated at 22 Logie Mill, Beaverbank
Business Park, Edinburgh, EH7 4HG.
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Department Structure

Director of Healthcare
Advocacy Services

@yelamaUK
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How to apply

To apply, please send a full curriculum vitae with covering letter to
eleanor.hughes@myeloma.org.uk or Eleanor Hughes, Myeloma UK, 22 Logie Mill,
Beaverbank Business Park, Edinburgh EH7 4HG.

Your covering letter should include the following:

e Why you are applying for this post

e How your skills and knowledge meet the requirements of the role

e How your experience and expertise can support and reflect our values
e Whether you currently have the right to work in the UK

Please note that only CVs accompanied by a covering letter will be considered.
Applications close at 12.00 noon on Monday 25 February 2019.
Interviews will be held w/c 4 March 2019 in Edinburgh.

Appointment will be subject to receipt of satisfactory references.

If you have any questions regarding the role or the interview process, please contact
Eleanor Hughes on 0131 557 3332.

12
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JOB APPLICANT PRIVACY NOTICE

Data controller: Myeloma UK, 22 Logie Mill, Edinburgh, EH7 4HG

The “organisation’, “we”, “us” and “our” for the purposes of this notice means Myeloma
UK.

Throughout this document, we use the term “processing” to cover all activities involving
your personal information, including collecting, handling, storing, sharing, accessing,
using, transferring and disposing of the information.

As part of any recruitment process, Myeloma UK collects and processes personal data
relating to job applicants. Myeloma UK is committed to being transparent about how it
collects and uses that data and to meeting its data protection obligations.

CONTENT
Section Page Description
1 14-15 What information does Myeloma UK collect?
2 15 Why does Myeloma UK process personal data?
3 15 Who has access to data?
4 16 How does Myeloma UK protect data?
5 16 For how long does Myeloma UK keep data?
6 16-17 Your rights
7 17 What if you do not provide personal data?
1. What information does Myeloma UK collect?

Myeloma UK collects a range of information about you. This includes:

e Your name, address and contact details, including email address and telephone
number

e Details of your qualifications, skills, experience and employment history

e Whether or not you have a disability for which the organisation needs to make
reasonable adjustments during the recruitment process

e Information about your entitlement to work in the UK

13
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Myeloma UK collects this information in a variety of ways. For example, data might be
contained in CVs or written statements; obtained from your passport or other identity
documents; or collected through interviews or other forms of assessment.

Myeloma UK will also collect personal data about you from third parties, such as
references supplied by former employers. Myeloma UK will seek information from third
parties only once a job offer to you has been made and will inform you that it is doing so.

Data will be stored in a range of different places, including on your application record, in
our HR management systems and in other IT systems (including our email system).

2. Why does Myeloma UK process personal data?

Myeloma UK needs to process data to take steps at your request prior to entering into a
contract with you. It also needs to process your data to enter into a contract with you.

In some cases, Myeloma UK needs to process data to ensure that it is complying with its
legal obligations. For example, it is required to check a successful applicant’s eligibility to
work in the UK before employment starts.

Myeloma UK has a legitimate interest in processing personal data during the recruitment
process and for keeping records of the process. Processing data from job applicants
allows us to manage the recruitment process, assess and confirm a candidate’s suitability
for employment and decide to whom to offer a job. Myeloma UK may also need to
process data from job applicants to respond to and defend against legal claims.

Where Myeloma UK has legitimate interests as a reason for processing data, it has
considered whether or not those interests are overridden by the rights and freedoms of
employees and has concluded that they are not.

Myeloma UK processes health information if it needs to make reasonable adjustments to
the recruitment process for candidates who have a disability. This is to carry out its
obligations and exercise specific rights in relation to employment.

For some roles Myeloma UK may be obliged to seek information about criminal
convictions and offences. Where Myeloma UK seeks this information, it does so because
it is necessary for it to carry out its obligations and exercise specific rights in relation to
employment.

Myeloma UK will not use your data for any purpose other than the recruitment exercise for
which you have applied.

3. Who has access to data?
Your information will be shared internally for the purposes of the recruitment exercise.

This includes members of the HR team, interviewers involved in the recruitment process
and managers in the business area with a vacancy.

14
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Myeloma UK will not share your data with third parties, unless your application for
employment is successful and it makes you an offer of employment. We will then share
your data with former employers or named referees to obtain references for you.

The organisation will not transfer your data outside the European Economic Area.

4, How does Myeloma UK protect data?

Myeloma UK takes the security of your data seriously. We have internal policies and
controls in place to ensure that your data is not lost, accidentally destroyed, misused or
disclosed, and is not accessed except by Myeloma UK employees in the proper
performance of their duties.

5. For how long does Myeloma UK keep data?

If your application is unsuccessful prior to interviews, Myeloma UK will hold your data on

file for a period of one month after the end of the relevant recruitment process. At the end

of that period your data is deleted or destroyed.

If your application is unsuccessful after interview stage, your date will be held on file for a

period of 6 months after the end of the relevant recruitment process. At the end of that
period your data is deleted or destroyed.

If you application for employment is successful, personal data gathered during the
recruitment process will be transferred to your personnel file and retained during your

employment. The periods for which your data will be held will be provided to you in a new

privacy notice.
6. Your rights

As a data subject, you have a number of rights. You can:

Access and obtain a copy of your data on request
e Require Myeloma UK to change incorrect or incomplete data

¢ Require Myeloma UK to delete or stop processing your data, for example where
the data is no longer necessary for the purposes of processing

e Object to the processing of your data where the organisation is relying on its
legitimate interests as the legal ground for processing

¢ Ask Myeloma UK to stop processing data for a period if data is inaccurate or there

is a dispute about whether or not your interests override the organisation’s
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legitimate grounds for processing data

If you would like to exercise any of these rights, please contact Eleanor Hughes,
eleanor.hughes@myeloma.org.uk.

If you believe that Myeloma UK has not complied with your data protection rights, you can
complain to the Information Commissioner.
7. What if you do not provide personal data?

You are under no statutory or contractual obligation to provide data to Myeloma UK
during the recruitment process. However, if you do not provide the information, we may
not be able to process your application properly or at all.
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