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	Health Centre Administrator 
(Maternity Leave cover for Health Centre Services Manager)

	JOB DESCRIPTION

	Department
	Health Centre
	Date
	January 2012

	Responsible to
	Senior Nursing Officer
	Responsible for
	Day to day running of the general administration of Health Centre.

	Job Purpose

	· To provide prompt and efficient support to the Senior Nursing Officer and other medical staff in the Health Centre. 



	Reporting Structure
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	Responsibilities/Accountabilities
Administration

Answering and actioning telephone calls, emails and daily post.

Re- arranging and booking of hospital, dental, orthodontic, physio and GP appointments.

Communicating all appointments for students to matron's and updating absence data base accordingly.

Organising driver’s diary and ensuring transport and chaperones for student’s appointments.

Supporting matron in chasing up students who fail to attend appointments.

Passing on relevant information to nursing staff following appointments and contact with parents.

Updating vaccination records and ordering vaccines as requested by nursing staff.

Liaising with visiting school nurse team re HPV vaccinations.

Requesting and checking consent for vaccinations from parents. Generating lists for various clinics.

Photocopying and filing doctor’s letters.

Generating new student’s files and ensuring all necessary paperwork is supplied by parents.

Registering all new students and staff with GP.

Liaising with Park Surgery.

Returning medical notes to Park Surgery of those students leaving, chasing notes for new students. 

Occasionally transporting students to appointments.

Stock/ Supplies

Ordering of stationery supplies and keeping stock list.

Ordering of kitchen supplies.



	Training

· To attend any in-house or external training courses as may be required to assist you to develop and keep your knowledge and skills up-to-date.

	· To demonstrate a commitment to improving and developing the organisation’s processes and facilities
· To carry out such duties that may be reasonably required by your line manager

	Christ’s Hospital is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment

	PERSON SPECIFICATION

	Experience
(Types of experience needed)
	· Experience of general administrative duties is necessary.
· Experience in working in a school and or medical environment would be an advantage. 

	Qualifications

(Minimum qualifications needed, relevant experience may be a substitute)
	· The ability to operate with various forms of IT, in particular a strong working knowledge of Microsoft Outlook (Email), Word and Excel is desirable.

	Skills & Abilities

(Written/oral communication, dealing with public, team working skills, etc.)
	· Able to communicate effectively both orally and in written form with a wide variety of people.

	Additional Work Elements

	· In the event of a major incident or disaster, you may be required to provide assistance, in whatever capacity necessary and participate in any training to ensure the School is fully prepared

	HR REFERENCE DETAILS
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