FAIRFIELD INDEPENDENT HOSPITAL

JOB DESCRIPTION

	JOB TITLE:


	Administrative Assistant – Theatre Team  

	DEPARTMENT:


	Theatre

	PAY BAND:


	B

	HOURS:


	37.5 hours per week

	CONTRACT:


	Permanent 

	RESPONSIBLE TO:


	Theatre Manager 

	ACCOUNTABLE TO:


	Director of Clinical Services and Quality


Job Summary

To work as a key member of the Theatre Team to provide comprehensive and confidential secretarial and administrative support in the Theatre Team Office.
Role & Responsibilities
To plan and organise meetings as required ensuring the agenda and necessary documentation are circulated appropriately, attend the meetings and assist the chairperson as necessary, take and transcribe formal minutes and circulate and follow up action points.

To maintain the office systems and procedures to ensure that all documents can be retrieved easily and a "bring forward" system ensuring all papers are available for meetings.

To undertake all tasks in line with the Hospital’s policies and procedures.

To always maintain patient and staff confidentiality and data protection.

Proven IT skills including Microsoft Office applications - Word, PowerPoint

and Excel. 

Responsible for planning and prioritising own workload and day to day tasks without supervision.

Be responsible for managing emails, directing enquiries to the most appropriate person and tracking responses.
Experienced in the use of email, the internet and electronic diary management.

To provide a comprehensive administration service to the Theatre team, which includes co-ordinating the ordering, delivery and management of theatre equipment, liaising with external companies to ensure all equipment is available in advance of all booked procedures.

To draft and /or process correspondence and documents including sensitive, contentious and confidential information with and without instruction.
Undertake other general administrative duties as requested. 
To liaise with Suppliers and Contractors to schedule planned preventative maintenance (PPM), log equipment faults, obtain quotations and arrange repairs where required, ensuring appropriate audit trail of actions.
Extensive secretarial and administrative experience working at a senior level, and at pace with accuracy and maintaining high standards. 

Excellent interpersonal skills and the ability to communicate at all levels of the organisation.
Contribute positively to new ways of working and participate in modernisation initiatives, this may incorporate changes in technology, environment or system.
Ability to manage own workload and to be proactive whilst recognising boundaries of authority
Additional responsibilities

Health & Safety

It is the responsibility of all employees to work with managers to achieve a healthy and safe environment, and to take reasonable care of themselves and others.  Specific individual responsibilities for Health & Safety will be outlined under key responsibilities for the post.

Infection Control

All staff will adhere to infection control policies and procedures at all times.

Information Governance

As an employee, you will have access to information that is sensitive either to an individual or to the organisation. You are reminded that in accordance with the requirements of Information Governance, NHS Code of Confidentiality, Data Protection Act 1998 and also the terms and conditions in your contract of employment, you have a duty to process this information judiciously and lawfully; failure to do so may result in disciplinary action.


Rehabilitation of Offenders Act 1974

This post is subject to an exception order under the provisions of the Rehabilitation of Offenders Act 1974.  This stipulates that all previous convictions, including those that are ‘spent’ must be declared.  Previous convictions will not necessarily preclude an individual from employment within the Hospital but must be declared in writing at the appropriate stage during the recruitment process.

Equality & Diversity

It is the responsibility of every member of staff to understand our equality and diversity commitments and statutory obligations under current equality legislation including the Disability Discrimination Act 2005, the Equality Act 2006 and the Race Relations (Amendment) Act 2000 and to:
 All employees must act in ways that support equality and diversity and recognizes the importance of people’s rights in accordance with legislation, policies, procedures and good practice.
Smoke-free Policy

This Hospital operates a Smoke-free policy.  This means that smoking is not permitted anywhere within owned or leased premises, including within their grounds and within owned or leased vehicles.
The job description does not form part of the Contract of Employment.


	Name of Post holder:



	Signature of Post holder:



	Date:




Reviewed Jan 2025 DE/JG       Administrative Assistant Theatre 

