Job Description and Person Specification Guidance

Introduction

Accurate and up to date job descriptions and person specifications are critical to both the recruitment and job evaluation processes. The job description is the main source of information for a job applicant, and also for the matching panel to use to match a post to a national job profile and assign it to a pay band.

Attached below is an agreed format for a job description and person specification, with some guidance notes. Job descriptions and person specifications in other formats will not be accepted for recruitment or job evaluation purposes.

Job Descriptions

A job description must clearly and accurately define the content of the job in terms of the main responsibilities. In terms of the recruitment process, the following points should be borne in mind when writing a job description:

The job description is a key document in the recruitment process and identifies the expectations of the role throughout the successful candidate’s employment. It should therefore clearly focus on the needs of the service when identifying the duties to be fulfilled.

Job descriptions should not follow the national Job Evaluation profile format as profiles are not job descriptions and do not fulfill the main purpose of having job descriptions. 
The job description should be easily understood by potential applicants and use inclusive / non-discriminatory language.

As part of job evaluation, the contents of any new or significantly altered job descriptions will need to be evaluated by a panel to determine the appropriate pay band before the post can be advertised. If this is applicable you will need to refer to the Protocol for dealing with New Posts.
Person Specifications

The person specification sets out the qualifications, knowledge, experience and skills

required of the post holder that would be essential and desirable. When writing

person specifications, the following points apply:

The person specification sets out the skills, qualifications, knowledge and experience required for the successful candidate to be able to carry out the job. It is a vital part of the selection process.

The person specification is of equal importance to the job description.

Essential criteria are those without which an appointee would be unable to adequately perform the job. Desirable criteria are those that may enable the candidate to perform better or require a shorter familiarisation/induction period.
Managers should take care that to ensure that criteria used is not discriminatory. Criteria may be discriminatory if equal proportions of men and women, or people various ages and racial groups could not meet them.

Care must be taken when specifying criteria / qualifications as essential as knowledge can be derived in a number of ways (including education, training, and experience). The qualifications and/or experience needed to do the job must be clearly stated. If possible, relate experience to an equivalent level of qualification. Knowledge, experience and skills should reflect those which are required to meet the responsibilities as stated within the Job Description. 

Managers must take care when specifying physical requirements. The Disability Discrimination Act requires employers to make reasonable adjustments to help make jobs suitable for people with disabilities. If you are unsure about this, advice should be sought from the Health Boards Equality & Diversity Manager or from your Workforce Manager.
Job Description

	Directorate
	Location dependent

	Job Title
	Admin Support Officer


	Pay Band
	Band 3


	Department
	Osteporosis/Rheumatology


	Base
	Location dependent

	Reports to (Line Manager):
	Directorate Service Manager



	Accountable to (Professionally/managerially): 
	Osteoporosis CNS/Consultant

	Safeguarding Children Training
	Level 1





	Job Summary/Job Purpose

To work as a member of the Osteoporosis team providing efficient and effective administration and secretarial support for the clinical service 

The admin support officer will maintain a close working relationship with the Directorate Service Manager and Consultants as well as other medical, admin and nursing staff within the service.  

The admin support officer will be expected to routinely monitor and validate the osteoporosis/dexa waiting times, escalating issues and concerns to the Directorate Service Manager as necessary.   General administration duties such as dealing with patient/colleague queries, outpatient booking and planning and data collection will be part of this role.   Typing of outpatient clinic letters, printing of dexa reports and entering referrals onto IT system will also be part of this role.   

The post holder will be expected to manage their own workload and therefore act independently.   



Organisational Chart (example)
Service Director  
Directorate Service Manager

Admin Support Officer

	

	GENERAL
· Performance Reviews/Performance Obligation:  The post holder will be expected to participate in the Health Board’s individual performance review process to ensure continued professional development including rotation 

· Job Limitations:  At no time should the post holder work outside their defined level of competence.  If the post holder has concerns regarding this, they should immediately discuss them with their Manager / Supervisor / Consultant.  All staff have a responsibility to inform those supervising their duties if they are not competent to perform a duty.

· Confidentiality:  In line with the Data Protection Act 1998, the post holder will be expected to maintain confidentiality in relation to personal and patient information, as outlined in the contract of employment.  The post holder may access information only on a need to know basis in the direct discharge of duties and divulge information only in the proper course of duties.

· Health & Safety:  The post holder is required to co-operate with the Health Board to ensure health and safety duties and requirements are complied with.  It is the post holder’s personal responsibility to conform to procedures, rules and codes of practice; and to use properly and conscientiously all safety equipment, devices, protective clothing and equipment which is fitted or made available, and to attend training courses as required. All staff have a responsibility to access Occupational Health and other support in times of need and advice.

· Risk Management:  The Health Board/ NHS Trust/ ICB is committed to protecting its staff, patients, assets and reputation through an effective risk management process.  The post holder will be required to comply with the Health Board’s Health and Safety Policy and actively participate in this process, having responsibility for managing risks and reporting exceptions.
· Safeguarding Children: The Health Board/ NHS Trust/ ICB is committed to safeguarding children therefore all staff must attend the required level of safeguarding children training. This post requires level 1
· Infection Control: The Health Board/ NHS Trust/ ICB is committed to meet its obligations to minimise infection. The post holder is required to comply with current procedures for the control of infection, not to tolerate non-compliance by colleagues, and to attend training in infection control provided by the Health Board/ NHS Trust/ ICB.
· Records Management:  The post holder has a legal responsibility to treat all records created, maintained, used or handled as part of their work within the Health Board in confidence (even after an employee has left the Health Board).   This includes all records relating to patient health, financial, personal and administrative, whether paper based or on computer. All staff have a responsibility to consult their manager if they are have any doubts about the correct management of records with which they work.   

· Job Description:  This job description is not inflexible but is an outline and account of the main duties.  Any changes will be discussed fully with the post holder in advance.  The job description will be reviewed periodically to take into account changes and developments in service requirements.
· For Clinical Staff Only:  All clinical staff are required to comply, at all times, with the relevant codes of practice and other requirements of the appropriate professional organisations e.g. GMC, NMC, HCPC etc.  It is the post holder’s responsibility to ensure that they are both familiar with and adhere to these requirements.
· No Smoking: To give all patients, visitors and staff the best chance to be healthy, all Health Board sites including buildings and grounds are smoke-free.




Person Specification

Job Title - This should exactly match the Job Title on the Job Description
	
	Essential
	Desirable



	Qualifications
	Good educational background minimum of 4 passes at O Level/GCSE or equivalent qualification
NVQ level 3

Standard keyboard skills including experience of using a variety of computer systems


	ECDL


	Knowledge
	Extensive Knowledge of Location specific patient information system

Data Protection act & Patient Confidentiality
Familiar and competent to an excellent level with Microsoft IT packages, including Word and Excel and Myrddin


	Knowledge of Medical Terminology



	Experience
	Experience of secretarial/administrative functions

Experience of working within the NHS (hospital environment)

Experience within busy office environment

	

	Skills
	Computer literate
IT/Keyboard skills
Ability to work autonomously and as part of a team 

Demonstrate excellent interpersonal, communication and the ability to communicate with all levels of staff, professionals and patients

	Previous experience of arranging and taking minutes at meetings


	Personal Attributes
	Ability to work in a team environment

Organisational/time management skills

Able to work under own initiative
Smart personal presentation

Organised, punctual, reliable, self motivated
Outgoing, friendly, flexible
Highly Motivated

	


Our Values


‘Location dependent’ 
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