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	1.  JOB IDENTIFICATION

	 
Job Title:                                                 

Responsible to :                                       

Department:                                             

No of Job Holders:                                   

Last Update :                                           

	
In Patient Unit (IPU) Administrator

Senior Charge Nurse

In-Patient Unit

Two

November 2022



	2.  JOB PURPOSE

	
To provide efficient and effective administrative and secretarial support to staff within the In-patient Unit, including the Clinical Manager, Senior Charge Nurse, Charge Nurses, Medical Team and Senior Clinical Pharmacist, in co-ordinating the activities of In-Patient Unit services.

To act as the central point of contact for all visitors, patients and staff within the In-Patient Unit.

To serve as the initial point of contact for telephone calls to the nurses’ station, providing assistance and communicating in a professional manner, ensuring calls from patients, families and other healthcare professionals are dealt with in a calm and sensitive way.





	3. DIMENSIONS

	Reporting to the Senior Charge Nurse, the post holder is responsible for designing, implementing and maintaining well-organised administrative systems to ensure that a professional, proactive and efficient service is provided at all times. 

Working directly with the In-patient Unit team and wider Hospice multi-professional teams.

To take part in the daily prioritisation of the team’s workload to ensure that priorities are consistently met and that KPIs and standards are achieved.



	4.  ORGANISATIONAL POSITION

	



	5.   ROLE OF THE ORGANISATION

	
The Ayrshire Hospice is an experienced source of outstanding quality care and services which helps those with any life limiting illness.  Care is provided where there is no cure for the condition, but which improves the quality of each day for people who have a limited time to live.

Our Vision

We will reach and improve the lives of everyone in Ayrshire affected by life limiting illness

Our Purpose

The Ayrshire Hospice, working together with others, will reach and improve the lives of everyone in Ayrshire affected by life limiting illness by delivering exceptional care.

Our commitment

In putting people at the heart of everything we do, we will work together to:
•	Support every person as a unique and valued individual
•	Respect the dignity of everyone
•	Listen to and respect the wishes of people  

In striving to be exceptional in every aspect of our services, we will:
•	Provide a safe, comfortable, caring environment 
•	Develop and provide high quality services that are underpinned by audit and research
•	Demonstrate clinical, financial and organisational excellence  
•	Work to achieve financial sustainability
•	Deliver effective leadership and management throughout the organisation
· Ensure we have the right number of people with the right skills in the right place at the  right time 

In building relationships, we will:
•	Listen to, respect and value the contribution of everyone
•	Work together to improve all of our services  
•	Extend our collaboration with external partners

	


	6.  KEY RESULT AREAS 

	1. To provide comprehensive, high quality and confidential administrative and secretarial support to In-Patient Services team. This support will include filing, typing, photocopying, formatting documents, processing incoming/outgoing mail, ensuring availability of correspondence, stationery, forms and leaflets.

2. To design, implement and maintain well-organised administrative systems and processes in order to support the day-to-day running of the In-Patient Unit.  Duties will include:

· Ensuring that all visitors to the In-Patient Unit receive a warm welcome, directing visitors to where they wish to go, dealing with situations tactfully and sensitively, as required.
· Locating and sourcing correspondence, histology reports, hospital records, etc from external agencies, returning records following discharge or death, and ensuring appropriate tracking procedures are in place.
· Admitting/discharging patients, ensuring that the ‘bed state’ is up-to-date and producing reports for teams on a daily basis.
· Co-ordinating administrative process for death of patient, ensuring that accurate data is available for Scottish Morbidity Records.
· Ensure all equipment is sent to be serviced / repaired at appropriate intervals and liaise with ward staff and the maintenance team when patients bring in their own personal belongings that require Portable Appliance Testing (PAT) and ensure this is recorded.
· Effective handling of patient referral pathways including processing referrals for patients to attend appointments, liaising directly with relevant agency/hospital department and making necessary arrangements for transport.
· Support effective patient discharge planning linking with IPU teams regarding discharge medication, transportation needs etc.
· Co-ordinating the transportation of samples, blood, prescriptions and other items between the Hospice and NHS Hospital departments or external agencies e.g. Pharmacy, Medical Physics, Labs, Blood Transfusion Service.
· Assisting with maintaining lab stock supplies and ordering additional stock, as required.
· Development and management of databases/data

3. To provide support to the in patient unit by providing a high quality telephone call handling service by dealing with clinical based calls in an efficient and effective manner, responding appropriately according to the needs of the caller and logging details appropriately on the Hospice Patient Management System.

4. To assist with the maintenance of patient information ensuring that correspondence and documents are accurately and timeously scanned into electronic Hospice Patient Management System and that records are accurate and comply with data protection legislation, Caldicott principles and the Hospice Information Governance policy.

5. To provide administrative support within the ward as required including organising and attending meetings, inviting attendees, organising relevant papers and taking highly confidential action notes.

6. To prepare induction paperwork for new staff and student nurses.

7. Assisting with audit information collation and inputting into database.

8. Provide administrative support for one off projects including audit work and establishing administrative systems for ensuring that projects and routine work are progressed in according with agreed timescales.  This will involve creating robust processes, identifying requirements, designing spreadsheets/databases, creating data collection tools.

9. Organising and booking IPU staff training, administer / co-ordinate training programmes as directed.

10. Input of staff rotas into the online staff rota system, adding absences, annual leave and study leave as required. This will also involve keeping track of staff absences and arranging return to work interviews with relevant managers. 

11. Arranging suitable dates/ times for IPU staff PDRs, providing paperwork to staff member, organising suitable venue in conjunction with reviewers’ availability.

12. To take personal responsibility for own learning, ensuring that the required skills and knowledge are in place in order to work across a multi-disciplinary administrative function.

13. To ensure that Administrative Procedures Documents relating to duties carried out by post holder are kept up-to-date.

14. To be responsible for your own safety and that of others who may be affected by your actions during the performance of Hospice activities.

15. To be aware of your responsibility to prevent discrimination, harassment or victimisation of others, co-operate with the Hospice Equality Policy and draw any suspected breaches to the attention of a member of the Operational Management Team. 




	7a. EQUIPMENT AND MACHINERY

	· Personal Computer 
· Telephone
· Guillotine 
· Printer/Photocopier/Scanner 
· Dictation Equipment
· Laminator 
· Laptop/Projector




	7b.  SYSTEMS

	
· Microsoft Office packages (including Word, Excel, Publisher, PowerPoint, Access, Outlook, Teams)
· Meeting Room Booking System
· Office Procedures Documents
· Filing systems
· Sentinel 
· Hospice Patient Management System
· Switchboard
· NHS SCI Gateway
· Electronic Referrals
· NHS.net



	8. ASSIGNMENT AND REVIEW OF WORK

	
Tasks will predominantly be generated by Senior Charge Nurse and other members of the IPU team.  Workload is demand-led based on patient activity.  

The post holder will work within clearly defined occupational policies, protocols, procedures and/or codes of conduct.  Advice and support is available from the Clinical Manager, Senior Charge Nurse and Charge Nurses if required.

Formal review of performance and objective setting is carried out by the Senior Charge Nurse in accordance with Hospice performance management arrangements and regular review of workload and performance will also take place.  The post holder is responsible for highlighting areas where learning and development is required.




	9.  DECISIONS AND JUDGEMENTS  

	
The post holder prioritises tasks on a daily basis, making judgements concerning own working day and using initiative where appropriate. 

The post holder is required to comply with Hospice Policies and Procedures working with the Senior Charge Nurse to improve the quality of administrative systems and processes.   

The post holder has responsibility for ensuring that all their own activities  in relation to patient information (creation, access, storage, maintenance, destruction, communication and transportation) are carried out in line with relevant legislation and policies and procedures, including Information Governance Policy, Access to Health Records Policy and Procedure, Health Records – Creation, Management, Storage and Destruction Policy and Procedure, Data Protection Act and Caldicott principles. 

The post holder may provide general advice on administrative procedures and systems.




	10.  MOST CHALLENGING/DIFFICULT PARTS OF THE JOB 

	
· Working within an environment where there is a necessity to maintain concentration when faced with constant interruptions.
· Managing time effectively, prioritising work to meet competing demands to ensure clinical teams are supported and objectives are met.
· Regularly communicating with patients and their relatives which may be distressing.
· Dealing with confidential and sensitive information on a daily basis.  




	11.  COMMUNICATIONS AND RELATIONSHIPS

	
The post holder requires to establish and maintain effective working relationships with Hospice staff, Hospice patients and their families, and representatives from external agencies and bodies.

The post holder will provide and receive routine, sensitive and confidential information on a daily basis, exercising tact and diplomacy to ensure that patients/relatives who are worried are reassured and that information is communicated appropriately.

Good communication skills are required for listening and passing on information, particularly in respect of patient information. This communication can be both verbal and written.




	12. PHYSICAL, MENTAL, EMOTIONAL AND ENVIRONMENTAL DEMANDS OF THE JOB

	
Physical
· Sitting for long periods of time.
· Using DSE for long periods of time when inputting data and typing letters, etc.

Mental
· Dealing with enquiries from patients and bereaved relatives in a calm and sensitive manner. 
· There is a frequent requirement for concentration 
· Dealing with several tasks simultaneously.

Emotional
· Frequent indirect exposure to distressing or emotional circumstances e.g. speaking with patients and families on the telephone, attending daily MDT meeting, typing letters, etc on a daily basis.
· Frequent direct exposure to distressing or emotional circumstances e.g. during face-to-face contact with patients in IPU 

Environmental
· Working mainly in a busy ward area – frequent, unplanned interruptions and many competing demands.
· Frequent, direct exposure to unpleasant working conditions.
· Regularly working to tight timescales and re-organising workload in order to meet priorities.




	13.  KNOWLEDGE, TRAINING AND EXPERIENCE REQUIRED TO DO THE JOB

	QUALIFICATIONS
Essential: 
SVQ III or equivalent qualification in Business and Administration (or equivalent, relevant experience)  

Desirable:
· AMSPAR or equivalent qualification in Medical Terminology (or equivalent experience of using medical terminology)

EXPERIENCE
Essential:
· Previous experience of working in a similar role within a healthcare environment.
· Previous experience of providing a high quality and confidential administrative service.
· Previous experience of taking notes at meetings.

Desirable:
· Previous experience of working with an electronic patient management system.
· Previous experience in data input.

SKILLS AND KNOWLEDGE
Essential:
· Highly developed typing skills, including audio typing.
· High level of proficiency in Microsoft packages including Word, Outlook, Excel, Access,  PowerPoint and TEAMS
· Knowledge and understanding of GDPR
· Excellent knowledge and understanding of Data Protection Act and Caldicott Principles.  
· Excellent communication skills, both verbal and written.

PERSONAL QUALITIES
Essential:
· Ability to produce high quality work often to a tight timescale.
· High levels of personal integrity and loyalty.
· Ability to:
· Work flexibly and effectively in a busy environment with a helpful approach at all times.
· Effectively prioritise workload.
· Maintain confidentiality at all times, dealing with confidential issues in a professional and sensitive manner.
· Build effective relationships.



	14.  JOB DESCRIPTION AGREEMENT

	A separate job description will need to be signed off by each jobholder to whom the job description applies.

 Post Holder’s Signature:

 Operational Manager’s Signature:
	


Date:

Date:




Clinical Manager


Catering & Housekeeping Manager


Senior Charge Nurse


Clinical Pharmacist


Head of Clinical Governance & Practice Development
Charge Nurses
IPU Administrators
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