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	Ein cyf / Our ref: 223/21/FOI 


	Dyddiad / Date: 8th October 2021


Further to your request for information dated 17th August 2021, I am pleased to provide the following response. Please accept our sincere apologies for the delay.
Your request:
Please provide a list or structure chart detailing the administration posts within each of the Area Teams for Central, East and West in Betsi Cadwaladr University Health Board.  I require position titles such as, Secretary, Senior Secretary, Personal Assistant (PA), Personal Secretary, Administration Manager, Apprentice, Clerical Officer/Assistant, along with who each post supports such as Medical Director, Area Director or Assistant Director etc and also the pay bandings for each such as Band 2, Band 3, Band 4, Band 5 etc.  Please also provide a Job Description for each role.

For example:
PA to Area Medical Director

Band 5

Job Description

Senior Secretary for Therapies

Band 4

Job Description

Our response:

East Area 

Please refer to the table below detailing administration posts in the East area. 
	Position
	Job Description 
	Band
	Supports 

	Senior Secretary 
	
[image: image1.emf]JD Senior  Secretary_East Area Team_October 2020.pdf


	Band 4
	Assistant Director Primary Care and Assistant Director Community Services

	Senior Secretary x 2
	
[image: image2.emf]JD Senior  Secretary_East Area Team_October 2020.pdf


	Band 4
	Area Director and Assistant Area Director and one role supports Assistant Director of Nursing 

	PA to Area Director 
	
[image: image3.emf]JD PA AREA  DIRECTOR EAST.pdf


	Band 5
	Area Director/Area Nurse Director

	PA to Assistant Area Director / Immunisation Team Administration Co-Ordinator 
	
[image: image4.emf]PA to AAD and  Immunisation Team Admin Co-ordinator June 20.pdf


	Band 5
	Assistant Director of Childrens


Central Area
Please refer to the table below detailing administration posts in the Central area. 
	Position
	Job Description 
	Band
	Supports 

	Corporate Services Manager & PA to Area Director
	
[image: image5.emf]Corporate Services  Manager PA- Area Team.pdf


	Band 6
	Area Director
Business & Planning Manager

	Senior Secretary to Assistant Area Director - 4 posts supporting 
 
       Primary & Community    Services
       Intermediate Care & Medical Specialties
       Children’s Services
       Therapy Services
 
	
[image: image6.emf]Senior Secretary JD  and PS.pdf


	Band 4
	Corporate Services & PA to Area Director

	Senior Secretary to Assistant Area Director – Dental Services
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	Band 4
	Assistant Area Director of Dental Services / Business Manager

	Clerical Officer Apprentice
	
[image: image8.emf]2019.0223 App  Clerical Officer ENG.pdf


	Band 2
	Corporate Services & PA to Area Director


West Area 

Please refer to the table below detailing administration posts in the West area. 
	Position
	Job  

Description 


	Band
	Supports 

	Secretary x 2
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	Band 3
	Assistant Area Director of Children’s, Area Nurse Director

	Secretary 
	
[image: image10.emf]B4 Secretary_West  Area Team - July 2021.pdf


	Band 4
	Area Medical Director and Assistant Area Medical Director

	Personal Secretary x2
	
[image: image11.emf]2020.0365 Personal  Secretary.pdf


	Band 4
	Assistant Area Director Primary Care, Assistant Area Director Community 



	PA 
	
[image: image12.emf]B5 PA to Area  Director West & Area Nurse Director West.pdf


	Band 5 
	Corporate Services & PA to Area Director


** Please note secretarial support for Pharmacy and Therapies sit within the service and not area west. 

We welcome correspondence through the medium of Welsh

Rydym yn croesawu gohebiaeth drwy gyfrwng y Gymraeg


_1693305204.pdf
/Q\ GIG | Bwrdd lechyd Prifysgol CAJE REF:
%70 CYMRU | Betsi Cadwaladr
\b/ H University Health Board
WALES
JOB DESCRIPTION TEMPLATE
JOB DETAILS:
Job Title PA to the Assistant Area Director / Immunisation
Team Administration Co-ordinator
Pay Band
Hours of Work and Nature of To be completed on recruitment
Contract
Division/Directorate East Area
Department Children’s Services
Base To be completed on recruitment

ORGANISATIONAL ARRANGEMENTS:

Managerially Accountable to: Assistant Area Director East
Reports to: Name Line Manager Operations Manager
Professionally Responsible to: Service Manager

Job Summary/Job Purpose:
PA to AAD and Operations Manager

Provide a high level of administrative and secretarial service to the AAD and Operations
Manager. Day to day management of staff processes. Communicating at a Senior Level with
organisations and individuals both within and outside the health board.

Immunisation Team Administration Co-ordinator

The post holder will be responsible for the administrative co-ordination and organisation support
to the School Nursing and Immunsation Team Manager for the delivery of the school aged
Children’s immunisation programmes to over 147 schools in Wrexham and Flintshire. Using
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independent judgement, the post holder will be responsible for the day-to-day operational
administrative planning and co-ordination of the school age Immunisation programme. Ordering
and procurement of vaccines and equipment, co-ordination of staffing rotas to ensure the
appropriate level of clinical cover is provided at immunisation sessions and completion of all
related documentation.

DUTIES/RESPONSIBILITIES:

PA to AAD and Operations Manager

First point of contact for the AAD and Operations Manager by telephone, email and correspondence
from a wide range of sources including members of the public and other agencies. Providing advice
on a wide range of matters, resolving them or referring them to the most appropriate person in the
absence of the AAD and Operations Manager.

Responsible for initiating the recruitment process, including ECR process, uploading to TRAC,
monitoring progress of vacancies, shortlisting and interviewing candidates. Co-ordinate service
user and staff panel events for Senior Management interviews for the AAD, Operations Manager
and Service Managers within Children’s Services East

Schedule and arrange meetings including the compilation of complex agenda, taking and
transcribing of formal minutes. Including corporate and trust wide steering group meetings on a
regular basis. Attend, take formal notes and transcribe at disciplinary and formal investigation
meetings as required.

Manage the diary of the AAD and Operations Manager including the scheduling and rescheduling of
appointments.

Manage a bring forward appointment system. Proactively sourcing all relevant information to
ensure the AAD and Operations Manager are appropriately briefed and prepared.

Work with other members of the admin team to provide support to AAD, Operations Manager,
Heads of Nursing and Service Managers during their absence by dealing with any requests and
phone calls.

Compilation of spreadsheets and reports in relation to a wide range of topics including PADRs, Staff
Absence.

Attend and actively contribute to weekly Senior Management Meetings updating managers on
changes within systems such as TRAC and ECR Processes. Giving presentations when requested.

Undertake projects as defined by the AAD and Operations Manager. E.g. accommodation audit
and IT resources within service area.

Dealing with highly confidential and highly sensitive documents/issues maintaining strictest
confidence at all times.

Communicate directly with members of the public, Local Authorities, Other Health Boards, Welsh
Government officers on behalf of the AAD and Operations Manager using a high degree of tact and
diplomacy.

Initiate correspondence and prepare responses on behalf of the AAD and Operations Manager.

Prepare papers and reports using Microsoft Office packages.

Arrange travel, accommodation and hospitality for attendance at conferences and meetings. Liaise
with external suppliers and guest speakers.

Work autonomously acting on own initiative to prioritise workload.
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Required to comment on new processes and procedures being suggested which may impact on the
smooth running of the department.

Co-ordinate and oversee allocation of tasks to junior staff within the team providing guidance and
support as appropriate.

Input sickness absence and referrals to Occupational Health and update ESR. Arrange back to
work interviews. ldentify when PADRs are due ensuring that they booked in to comply with pay
progression and input to ESR in a timely fashion. Act as proxy on ESR for AAD and Operations
Manager to ensure that any changes to assignments including payroll changes are actioned in a
timely manner. Making any changes to hierarchy when required.

Responsible for stock control of stationery and ordering using the Oracle System. Generating
Purchase Order numbers for payment of all invoices and monitoring invoices received to ensure
correct amount is stated before receipting items. Make sure that the items are assigned to the
correct authoriser (financial limits) on the system to stop unnecessary delays.

Excellent keyboard skills required to produce letters, reports and presentations. Proof read and
amend reports/letters for AAD as required.

Immunisation Co-ordinator Role

Develop and maintain a daily schedule to assist with the day-to-day operational co-ordination of the
school age Immunisation programme. To manage, on a daily basis, the Immunisation team and
School Nursing teams rotas.

On notification of sickness absence, identify where there is a shortage of Immunisers, identify cost
effective solutions, and arrange cover.

To proactively identify where there will be planned shortages of Immunisers and find cost effective
solutions for the periods, in liaison with the Operations Manager or Service Manager. To assist the
Service Manager to maintain up to date and accurate records of any staffing deficits which may impact
on the service delivery annual leave, professional/study leave, special leave, sickness absence.

In conjunction with Service Manager, ensure processes for monitoring hours worked are in line with
annualised hours contracts within Immunisation team.

Keep abreast with new Immunisation developments and examples of good working practice, which
increase uptake rates.

To lead on and to progress chase recruitment in line with local ECR and VCP, utilising TRAC system
for Children’s Services in East. To assist with the recruitment, training and induction of new
Immunisation staff

Maintain accurate and efficient documentation for all immunisation sessions, ensuring all paperwork
is returned to Child Health teams for input onto CCH2000 system

Attend BCUHB wide Immunisation meetings and project groups as required.

Validate Immunisation team and admin staff timesheets and arrange for co-signing by Service
Manager.

Deliver cost improvements from centralised administration of the service (less waste, better cold
chain control)

Ordering of stock and non-stock items via Oracle.

Responsible for the timely ordering of vaccines for immunisation sessions via the Imm Form Website.
Checking, validating and authorisation of payment of invoices amounting from between £4000 and
over £20000 per order. Liaising with other Service areas and GP’s to ensure stock levels are
maintained, utilising supplies from other areas when need arises.
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Contribute to, and participate in, Service meetings with regard to changes in Immunisation policies
and procedures.

Assist in and undertake user / stakeholder participation events, audits and surveys as required

Use own initiative to recognise and deal appropriately with untoward incidents, taking appropriate
remedial action to rectify mistakes.

Provide training, supervision and support to staff within the team.

Liaise with nursing staff to ensure all vaccines are within date, stored at the correct temperature and
appropriate transport arrangements are in place. .Ensuring that appropriate servicing and
maintenance contracts are kept up to date in respect of new and condemned equipment.

To make presentations at appropriate meetings when required.

Ensure consistent delivery across all schools in Wrexham and Flintshire aim to eliminate potential
and actual dosage errors.

Report any dosage errors or cold chain issues on Datix

Produce information/reports as requested to support the monitoring of Immunisation uptake and
quality indicators.

Identify methods for improving immunisation uptake and adherence to quality standards.

Validate Immunisation team and admin staff timesheets and arrange for co-signing by Service
Manager.

Working within financial constraints to support Team Manager to ensure provision of front line
immunising staff for all planned Immunisation sessions utilising bank staff and approving overtime as
required.

The post holder will provide quarterly analysis and reporting of vaccine budget spend, uptake rates
and drug error rate

The post holder will also undertake ad hoc reports and projects as and when requested by the
Operations Manager or Service Manager.

Excellent written and communication skills are required for this post, as well as the ability to prioritise
work and meet deadlines.

OTHER RELEVANT INFORMATION

e The post holder is expected to treat all patients, relatives, BCUHB staff and others outside
the BCUHB at all times with discretion, courtesy and respect, ensuring that a professional
image of the BCUHB is presented.

e Ensure that the BCUHB’s Equality, Disability Discrimination and Welsh Language Policies
are adhered to.

e Appropriate communication will be maintained with all staff. This must be of a clear and
concise nature, accurate and appropriate during highly sensitive situations.

e The post holder may occasionally be expected to work flexible hours of duty within reasonable
bounds.

e The Data Protection Act 1984 requires that personal computer data not be negligently or

unlawfully handled, nor disclosed to unauthorised persons.

To comply the BCUHB Non-smoking Policy

To promote an equal opportunities culture

The post holder is expected to adhere to all BCUHB policies and procedures

To present a smart appearance in accordance with the BCUHB Policy
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PERSON SPECIFICATION

The knowledge to be measured in the minimum needed to carry out the full duties of the job to the required
standards. Qualifications should be used to provide an indicator of the level of knowledge required. Training

and experience is also a means of acquiring the knowledge required for a job such as on-the-job training,
short courses and experience to an equivalent level of knowledge which should be specified.

NOTE: Please do not use the number of years experience as this is potentially discriminatory and these will be

returned. It is essential that managers concentrate on the sorts of skills and qualities needed to fulfil the

duties of the post.

ATTRIBUTES

ESSENTIAL

DESIRABLE

METHOD OF
ASSESSMENT

Qualifications

Educated to degree level, or

e Advanced ECDL

Application form and pre

providing a comprehensive
administrative/PA service
within a corporate team
Experience of setting up and
using filing/IT systems in a
large organisation

Familiar with office
procedures & deadlines
Significant experience within
NHS setting

of working as
Administrator / PA.

e Previous experience
of working within the
NHS.

e Previous experience
overseeing/managing
the work of junior
staff

and/or possessing an equivalent Certificate. employment checks
Knowledge level of knowledge and * Audio Typing.
. e Supervision or
experience management
qualification
e Evidence of recent
CPD
Experience o Experience at a high level of | ¢ Previous experience | Application form and

interview

Aptitude and .
Abilities

Excellent interpersonal and
written/verbal communication
skills.

Ability to work unsupervised
and make decisions.
Excellent organisation,
numeracy, literacy,
typing/word processing and
customer care skills.

Ability to produce reports,
graphs and statistics

Ability to manage a team
In-depth and detailed
knowledge and
understanding of corporate
procedures, the structure,
policies, plans, regulations,
management and operational
procedures of the
Organisation.

Advanced knowledge of
word processing,
spreadsheet and
presentation packages.
Ability to take minutes

e Comprehensive
knowledge of
Windows, Word,
Excel, PowerPoint

¢ Knowledge of the
organisation

e Ability to speak
Welsh

Interview
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Values e Friendly, professional Application Form
approach Interview
e Confident manner References
¢ Reliable
e Adaptable and flexible
approach to the demands of
the workplace
e Honest
e Smart personal presentation.
e Self-motivated and
enthusiastic
Other e Ability to work under Application form and
pressure and meet deadlines interview
e Ability to work as part of the
wider team

e Ability to maintain
confidentiality.

e Ability to travel between
sites in a timely manner

GENERAL REQUIREMENTS

>

Include those relevant to the post requirements

Values: All employees of the Health Board are required to demonstrate and embed the Values and
Behaviour Statements in order for them to become an integral part of the post holder’s working life and
to embed the principles into the culture of the organisation.

Registered Health Professional: All employees who are required to register with a professional body, to
enable them to practice within their profession, are required to comply with their code
of conduct and requirements of their professional registration.

Healthcare Support Workers: Healthcare Support Workers make a valuable and important contribution
to the delivery of high quality healthcare. The national Code of Conduct for NHS Wales describes the
standards of conduct, behaviour and attitude required of all Healthcare Support Workers employed
within NHS Wales. Health Care Support Workers are responsible, and have a duty of care, to ensure
their conduct does not fall below the standards detailed in the Code and that no act or omission on their
part harms the safety and wellbeing of service users and the public, whilst in their care.

Competence: At no time should the post holder work outside their defined level of competence. If
there are concerns regarding this, the post holder should immediately discuss them with their
Manager/Supervisor. Employees have a responsibility to inform their Manager/Supervisor if they doubt
their own competence to perform a duty.

Learning and Development: All staff must undertake induction/orientation programmes at Corporate
and Departmental level and must ensure that any statutory/mandatory training requirements are
current and up to date. Where considered appropriate, staff are required to demonstrate evidence of
continuing professional development.

Performance Appraisal: We are committed to developing our staff and you are responsible for
participating in an Annual Performance Development Review of the post.

Health & Safety: All employees of the organisation have a statutory duty of care for their own personal
safety and that of others who may be affected by their acts or omissions. The post holder is required to
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co-operate with management to enable the organisation to meet its own legal duties and to report any
hazardous situations or defective equipment. The post holder must adhere to the organisation’s Risk
Management, Health and Safety and associate policies.

> Risk Management: It is a standard element of the role and responsibility of all staff of the organisation
that they fulfil a proactive role towards the management of risk in all of their actions. This entails the
risk assessment of all situations, the taking of appropriate actions and reporting of all incidents, near
misses and hazards.

> Welsh Language: All employees must perform their duties in strict compliance with the requirements of
their organisation’s Welsh Language Scheme and take every opportunity to promote the Welsh language
in their dealings with the public.

> Information Governance: The post holder must at all times be aware of the importance of maintaining
confidentiality and security of information gained during the course of their duties. This will in many
cases include access to personal information relating to service users.

> Data Protection Act 1998: The post holder must treat all information, whether corporate, staff or
patient information, in a discreet and confidential manner in accordance with the provisions of the
Data Protection Act 1998 and Organisational Policy. Any breach of such confidentiality is considered a
serious disciplinary offence, which is liable to dismissal and / or prosecution under current statutory
legislation (Data Protection Act) and the HB Disciplinary Policy.

> Records Management: As an employee of this organisation, the post holder is legally responsible for
all records that they gather, create or use as part of their work within the organisation (including
patient health, staff health or injury, financial, personal and administrative), whether paper based or
on computer. All such records are considered public records and the post holder has a legal duty of
confidence to service users (even after an employee has left the organisation). The post holder should
consult their manager if they have any doubt as to the correct management of records with which they
work.

> Equality and Human Rights: The Public Sector Equality Duty in Wales places a positive duty on the HB
to promote equality for people with protected characteristics, both as an employer and as a provider
of public services. There are nine protected characteristics: age; disability; gender reassignment;
marriage and civil partnership; pregnancy and maternity; race; religion or belief; sex and sexual
orientation. The HB is committed to ensuring that no job applicant or employee receives less favour-
able treatment of any of the above grounds. To this end, the organisation has an Equality Policy and it
is for each employee to contribute to its success.

> Dignity at Work: The organisation condemns all forms of bullying and harassment and is actively
seeking to promote a workplace where employees are treated fairly and with dignity and respect. All
staff are requested to report and form of bullying and harassment to their Line Manager or to any
Director of the organisation. Any inappropriate behaviour inside the workplace will not be tolerated
and will be treated as a serious matter under the HB/Trust Disciplinary Policy.

> DBS Disclosure Check: In this role you will have * direct / indirect contact with* patients/service users/
children/vulnerable adults in the course of your normal duties. You will therefore be required to apply
for a Criminal Record Bureau *Standard / Enhance Disclosure Check as part of the Trust’s pre-
employment check procedure. *Delete as appropriate.
The post holder does not require a DBS Disclosure Check. *Delete as appropriate.

> Safeguarding Children and Vulnerable Adults: The organisation is committed to safeguarding children
and vulnerable adults. All staff must therefore attend Safeguarding Children training and be aware of
their responsibility under the Adult Protection Policy.
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> Infection Control: The organisation is committed to meet its obligations to minimise infections.
All staff are responsible for protecting and safeguarding patients, service users, visitors and employees
against the risk of acquiring healthcare associated infections. This responsibility includes being aware
of the content of and consistently observing Health Board Infection Prevention & Control Policies and

Procedures.

> 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.

Flexibility Statement: The duties of the post are outlined in this Job Description and Person
Specification and may be changed by mutual agreement from time to time.

APPENDIX 1

Job Title:
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Organisational Chart

The Organisational Chart must highlight the post to which this job description applies showing
relationship to positions on the same level and, if appropriate, two levels above and below.

Complete, add or delete as appropriate the text boxes below showing the organisational
relationships.

Accountable to

Responsible to

Post Title THIS POST Post Title
Staff
managed/supervised by
post holder
Staff
managed/supervised by
post holder
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APPENDIX 2

Job Title:

Supplementary Job Description Information

Physical Skills e.g. Clinical skills (e.g. intubation, venepuncture) or non clinical skills (e.g. high speed accurate typing).

Please detail the physical skills required to fulfil the duties of the job. Take into account:
e Hand-eye co-ordination such as may be required for audio typing or manipulation of materials/tools

e Sensory skills (sight, hearing, touch, taste, smell) such as those required for listening for speech and language defects
e Dexterity such as those required for use of fine tools/laying out of instruments, manipulation
e Requirements for speed and accuracy such as advanced keyboard use/high speed driving.

e Highly developed physical skills as may be required for e.g. performing surgical interventions, suturing, intubation or a range
of manual physiotherapy treatments or carrying out endoscopies.

Please complete information on Physical Effort, Mental Effort, Emotional Effort and Working Conditions in order to assist the Job Matching
process.

Nature of skills required:

High speed accurate typing skills and minute taking skills.
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Physical Effort

This factor measures the nature, frequency and duration of physical effort (sustained effort at a similar level or sudden explosive effort) required
for the job.

Please ensure any circumstances that may affect the degree of effort required, such as working in an awkward position; lifting heavy weights etc.
are detailed, such as:

‘Working in uncomfortable/unpleasant physical conditions; sitting in restricted positions; repetitive movements; lifting heavy weights; manipulating
objects; kneeling, crouching, twisting; heavy duty cleaning; working at heights; using controlled restraint; driving as part of daily job - N.B. Walking
/driving to work is not included’

How often per day
/week / month
D: Long periods of working on the computer. Word processing daily 2-3 hours at a time
and inputting constantly

D Touch typing

Examples of Typical effort(s) For how long? Additional Comments
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Mental Effort

This factor measures the nature, level, frequency and duration of mental effort required for the job, for example, concentration, responding to
unpredictable work patterns, interruptions and the need to meet deadlines.

Please identify the normal requirement to concentrate in the post and determine, how often and for how long it is required to concentrate during

a shift / working day, e.qg. :

‘Carrying out formal student assessments; carrying out clinical/social care interventions; checking documents; taking detailed minutes at
meetings; operating machinery/equipment; carrying out screening tests/microscope work; carrying out complex calculations; carrying out non-
clinical fault finding; responding to emergency bleep; driving a vehicle; examining or assessing patients/clients.

Examples of Typical effort(s)

How often per day
/week / month?

For how long?

Additional Comments

Concentration required for audio typing weekly 3-4 hours

Concentration required for compiling reports for immunisations Daily 2-3 hours Also dealing with upset children
and checking invoices and orders for vaccine orders. Co- when supporting immunisation
ordinating complex schedules for immunisation sessions. sessions.

Arranaina cover for session due to staff sickness/absence _

Frequent interruptions from Telephones and visitors Daily

Required to take and transcribe minutes at long meetings Daily 2-3 hours
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Emotional Effort

This factor measures the nature, frequency and duration demands of the emotional effort required to undertake clinical or non clinical duties that
are generally considered to be distressing and/or emotionally demanding.

Please identify how often the post holder has exposure to direct and/or indirect distressing and/or emotional circumstances and the type of

situations they are required to deal with.

For example,’” processing (e.g. typing/transmitting) news of highly distressing events; giving unwelcome news to patients/clients/carers/staff;
caring for the terminally ill; dealing with difficult situations/circumstances; designated to provide emotional support to front line staff;
communicating life changing events; dealing with people with challenging behaviour; arriving at the scene of an accident.” N.B. Fear of Violence

is measured under Working Conditions

Examples of Typical effort(s)

How often per
week / month?

For how long?

Additional Comments

WAG communications, both verbally and in writing.

First point of contact for distressed staff and members of the Daily

public who may wish to make a complaint

Receives aggressive phone calls from Patients, relatives and staff Weekly

Attends meetings where distressing cases are discussed. Weekly Up to 3-4 hours
E.g. Serious Incident Reviews, Disciplinary and Staff Grievances

Political awareness in dealing with LHB, Regional Office and Weekly
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Working Conditions

This factor measures the nature, frequency and duration of demands on staff arising from inevitably adverse environmental conditions (such as
inclement weather, extreme heat/cold, smells, noise and fumes) and hazards, which are unavoidable (even with the strictest health and safety
controls), such as road traffic accidents, spills of harmful chemicals, aggressive behaviour of patients, clients, relatives, carers.

Please identify unpleasant working conditions or hazards which are encountered in the post holder's working environment and establish how
often and for how long they are exposed to them during a working day / week / month.

Examples are — use of VDU more or less continuously; unpleasant substances/non-household waste; infectious material/foul linen; body fluids,

faeces, vomit; dust/dirt; fleas/lice; humidity; contaminated equipment or work areas; driving/being driven in normal or emergency situations -
*Driving to and from work is not included

How often per

Examples of Typical Conditions week / month?

For how long? Additional Comments

Use of VDU continuously
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Submission of documents for job evaluation

Please sign and retain an original copy for manager and employee.
Send an electronic version of the documents to BCU.JobEvaluation@wales.nhs.uk
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JOB DESCRIPTION

JOB DETAILS

Job Title: Personal Assistant to the Area Director East
Band: 5

Salary Scale: £21,909 to £28,462 per annum

Hours of Work: 37.5

Base: Preswylfa

ORGANISATIONAL ARRANGEMENTS
Accountable to: Area Director East

Responsible to: Area Director East

JOB PURPOSE

Providing high level corporate, administrative and secretarial services to
the Area Director East for Betsi Cadwaladr University Health Board. Day
to day management of staff, ensuring effective communication at a very
senior level with organisations and individuals from outside of the
Health Board.

DUTIES AND RESPONSIBILITIES

1. First point of contact for the Area Director by telephone, e-mail, and correspondence, or
for their visitors or members of the public making contact with them providing
information and / or fielding, ensuring all telephone calls are actioned appropriately in
a timely manner . Providing advice on a wide range of matters related to the work of the
Area Director and their team, resolving problems or referring them to the most appropriate
person as necessary.

2. Providing and receiving confidential and sensitive information and using discretion and
high levels of communication and skills at all times.

3. Manage junior secretarial and administrative staff within the wider team, co-ordinating and
overseeing the allocation of tasks and providing guidance and supervision as appropriate.
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This will include line management of staff, PADRs, return to work interviews and first stage
disciplinary and grievance procedures.

4. Contribute to effective information management within the Team

5. Take a proactive approach in planning and be responsible for organising, scheduling
and arranging meetings, including the compilation of complex agendas, and the taking
and transcribing of formal minutes.

6. Managing the diary of the Area Director including the complex scheduling and
rescheduling of appointments.

7. Managing a bring-forward appointment system and proactively manage a forward look
of commitments so that the Area Director are appropriately briefed and prepared.

8. File and track all reports and correspondence ensuring that all documents are retained
as per legal schedules.

9. Provide corporate administrative secretarial support to the Area Director as required.
This will include the scheduling and re-arranging of diaries.

10.Assist the Area Director to deliver against agreed objectives, achieving quality
outcomes.

11.Manage the Area Directors e mails ensuring briefing and follow up actions take place
and deadlines are met.

12.Required to comment on new working processes and procedures which may impact
upon the smooth running of the Area Directors office.

13.In the absence of the Area Director be responsible for prioritising work requests and
identifying high priority requests which need to be passed to another Executive Director for
urgent action. Sign post enquiries to other staff where possible.

14. Initiate correspondence and prepare responses on behalf of the Area Director or respond
directly as appropriate.

15. Responsible for the sign off of timesheets, stock control and ordering of stationery using
the oracle system with authorisation up to agreed financial limits.

16.Provide cover for, and act on behalf of senior officers in their absence if required

17.Deal with confidential and sensitive documents/issues, maintaining the strictest
confidentiality and discretion at all times. This may include information of a distressing
nature.

18.Develop and control administrative systems to assist with the management of the Area
Director and their team’s workload and responsibilities, as appropriate - providing a
wide range of support.

19. Communicate directly with Welsh Government officers, Assembly Members/Members of
Parliament, Chairmen/Chief Executives of other Organisations, Local Health Boards,
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Community Health Councils and Local Authorities etc as required with a high degree of
tact and diplomacy.

20. Prepare papers and reports using the Microsoft Office packages.

21.Required to prioritise own and others’ workloads autonomously on own initiative,
seeking advice from senior colleagues where necessary.

22. Arrange travel and accommodation bookings for the Area Director/Area Nurse Director to
attend meetings and Conferences.

23. Undertake other duties/projects as may be required from time to time, commensurate with
the level of responsibility of the post.

GENERAL REQUIREMENTS

Competence

You are responsible for limiting your actions to those that you feel competent to undertake.
If you have any doubts about your competence during the course of your duties you should
immediately speak to your line manager / supervisor.

Supervision
Where the appropriate professional organisation details a requirement in relation to

supervision, it is the responsibility of the post holder to ensure compliance with this
requirement. If you are in any doubt about the existence of such a requirement speak to
your Manager.

Risk Management

It is a standard element of the role and responsibility of all staff of the Organisation that they
fulfil a proactive role towards the management of risk in all of their actions. This entails the
risk assessment of all situations, the taking of appropriate actions and reporting of all
incidents, near misses and hazards.

Records Management

As an employee of the BCUHB Organisation, you are legally responsible for all records that
you gather, create or use as part of your work within the Organisation (including patient
health, financial, personal and administrative), whether paper based or on computer. All
such records are considered public records, and you have a legal duty of confidence to
service users (even after an employee has left the Organisation). You should consult your
manager if you have any doubt as to the correct management of records with which you
work.
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Health and Safety Requirements

All employees of the Organisation have a statutory duty of care for their own personal
safety and that of others who may be affected by their acts or omissions. Employees are
required to co-operate with management to enable the Organisation to meet its own legal
duties and to report any hazardous situations or defective equipment.

Flexibility Statement

The content of this Job Description represents an outline of the post only and is therefore
not a precise catalogue of duties and responsibilities. The Job Description is therefore
intended to be flexible and is subject to review and amendment in the light of changing
circumstances, following consultation with the post holder.

Confidentiality
All employees of the Organisation are required to maintain the confidentiality of members of
the public and members of staff in accordance with the Organisation policies.

Date Prepared:

Prepared By:

Date Reviewed:

Reviewed By:

Agreed By: Date:
Employee’s Name and Signature:

Agreed By Date:
Manager’s Name and Signature:
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EFFORT FACTOR INFORMATION TO SUPPORT JOB DESCRIPTIONS

This document should be completed for each job description and submitted together
with the agreed job description and person specification. Having studied the
information relating to effort factors, give an accurate description of what effort is
required in the job role under each of the headings. Please indicate frequency of
exposure as follows:

D =Daily W =Weekly M =Monthly A = Onceltwice a year

Physical Effort

Frequency:

D: Long periods of working on the computer. Word processing and inputting
D: Touch typing

Mental Effort

Frequency:

D: Concentration required for audio typing

D: Concentration required for compiling reports generated by others
D: Frequent interruptions from telephones and visitors

D: Required to take and transcribe minutes at long meetings

Emotional Effort

Frequency:

W: First point of contact for distressed patients and relatives who may wish
to make a complaint

D: Political awareness in dealing with external bodies’ communications, both
verbally and in writing.

Working conditions

Frequency:
D: Long periods working on computer.
M: May be exposed to verbal aggression
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PERSON SPECIFICATION

The person specification should set out the qualifications, experience, skills, knowledge,
requirements that a post holder requires to perform the job to a satisfactory level.

Job Title:

personal attributes, other

post holder could not be

used to choose between

PA to Area Director Band
ESSENTIAL DESIRABLE METHOD OF
The qualities without which a Extra qualities which can be ASSESSMENT

appointed candidates who meet all the
essential criteria
Educated to degree level, or e Advanced ECDL Certificate. | Certificates /
possessing an equivalent level | ¢  Audio Typing. Application Form /
QUALIFICATIONS of knowledge and experience e Supervision or management Interview
qualification
e Evidence of recent CPD

Experience at a high level of e Previous experience of Interview / Application
providing a comprehensive working as Administrator / Form

EXPERIENCE administrative/PA service within PA.
a corporate team e Previous experience of
Experience of setting up and working within the NHS.
using filing/IT systems in a e Previous experience
large organisation overseeing/managing the
Familiar with office procedures work of junior staff
& deadlines
Excellent interpersonal and e Audio typing skills Interview / Application
written/verbal communication form

SKILLS skills.

Ability to work unsupervised
and make decisions.
Excellent organisation,
numeracy, literacy, typing/word
processing and customer care
skills.
Ability to produce reports,
graphs and statistics
Ability to manage a team
In-depth and detailed e Comprehensive knowledge | Interview / Application
knowledge and understanding of Windows, Word, Excel, Form

KNOWLEDGE of corporate procedures, the PowerPoint
structure, policies, plans, e Knowledge of the
regulations, management and organisation
operational procedures of the e Political awareness
Organisation.
Advanced knowledge of word
processing, spreadsheet and
presentation packages.
Ability to take minutes
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PERSONAL
QUALITIES
(Demonstrable)

Friendly, professional approach
Confident manner

Reliable

Adaptable and flexible
approach to the demands of the
workplace

Smart personal presentation.
Self motivated and enthusiastic.

Interview

OTHER .
RELEVANT
REQUIREMENTS |

Ability to work under pressure
and meet deadlines

Ability to work as part of the
wider corporate team

Ability to maintain confidentiality

Ability to speak, read and
write Welsh.

Willingness to travel across
North Wales according to
the needs of the role

Prepared By:
Reviewed By:

Agreed By: Manager

Date Agreed:
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JOB DESCRIPTION

JOB DETAILS:

Job Title Personal Secretary
Pay Band 4
Hours of Work and Nature of To be completed on recruitment
Contract
37.5
Division/Directorate Area West Primary Care
Department Eryldon, Caernarfon
Base To be completed on recruitment

ORGANISATIONAL ARRANGEMENTS:

Managerially Accountable to: Assistant Area Director, Primary Care

Reports to: Name Line Manager Assistant Area Director, Primary Care

Professionally Responsible to:

Add organisational statement on values and behaviours

To improve health and deliver excellent care. Put patients first, Work together, Value and
respect each other, Learn and innovate, Communicate openly and honestly.

Job Summary/Job Purpose:

To provide effective, efficient, accurate, prompt and comprehensive administrative
and secretarial support to the Assistant Area Director for Primary Care and Primary
Care Team to support the planning and delivery of the Area Team/Cluster work.

Lead responsibility for administration and co-ordination of HR Personnel issues for
Cluster Team.

Project work to assist in delivery of schemes.
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To create and maintain accurate budget claims information.

DUTIES/RESPONSIBILITIES:

o Provide professional and confidential support to the Assistant Area Director in the
execution of his/her responsibilities.

o Provide and maintain a professional image whilst dealing with the public,
contractors, press and other. This may involve providing or receiving complex,
sensitive or contentious information, where persuasive, negotiating, empathic
and re-assurance skills are required.

o Handle incoming and outgoing telecommunications and electronic
communications. Screen / field / progress telephone calls and correspondence,
to appropriate personnel on behalf of the Assistant Area Director. Ensuring that
any urgent matters are progressed and dealt with appropriately including any
follow up required.

o Screen / field / action e-mails and correspondence for Assistant Area Director
including when absent. Respond to enquiries within own area of responsibility or
refer to the appropriate personnel.

o Responsible for taking minutes at Health Board Committees and Project Boards.
Drawing up agendas, which often involves sensitive and complex information in a
multi-agency setting. Arranging translation (when required), liaising with group
members to chase and progress of actions.

o Monitor and review items pending further action. Bring forward issues in a timely
manner for action — letters including complaints from MPs, AMs patients and
other stakeholders.

o Use judgement to initiate correspondence and prepare responses on behalf of
the Assistant Area Director or respond directly as appropriate.

o Act as a local point of contact for enquiries concerning all services within the
Assistant Area Director’s remit. Liaise and communicate effectively with staff of
all disciplines and officers of the LHBs, Local Authorities, Social Services, WG,
Health Authorities and other Health Boards ensuring the provision of a quality
service.

o Provide an expert knowledge of word processing / keyboard skills, complex
spreadsheets on a daily basis. Produce reports, statistical information, as
appropriate on behalf of the Management Team. Use a different range of
packages to produce detailed infographics for presentations.

o Responsible for prioritising and organising the Assistant Area Director’s diary to
enable maximum use of time and resources, and to resolve conflicting
appointments where necessary. Research and provide appropriate
papers/background information for daily meetings. Responsible for organising
and scheduling meetings with all managers, Personnel and outside Agencies on
behalf of the Assistant Area Director.

o Assist and support the Assistant Area Director, Cluster co-ordinators and Primary
Care Development Manager to ensure a co-ordinated service.

. Undertake actions on behalf of the Assistant Area Director.
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o Ensure that accurate and relevant information is readily accessible in the
required format to authorised people only.

o Keep accurate records of Cluster Claims, code claims and report costs/claims to
Finance. Reconcile claims payments and provide breakdown to practices.
Provide claims breakdowns by Cluster to the Area West Cluster Leads.

o Responsible for coding financial forms study leave forms, purchases etc.

o Plan and organise own workload on a daily basis and often working to tight
deadlines working autonomously.

o Have knowledge of Charitable Funds and Charitable Fund Managers.
Responsible for updating and maintaining records.

o Responsible for updating and maintaining authorised signatory lists for the
above. Use of electronic signature on behalf of Assistant Area Director for claim
forms, estates estimates, expenses, GP timesheets, etc.

o Responsible for organising and co-ordinating arrangements for Interviews, Away
Days, visits, travel arrangements, events or functions and supply supporting
information.

o Ensure that systems and procedures for recording and filing information are
suitable for the purpose and make efficient use of resources. Maintain
comprehensive filing system.

o Develop and controlling administrative systems to assist with the management of
the Assistant Area Director’s workload and responsibilities providing a wide range
of support. Keep track of multiple projects and tasks by creating, monitoring and
updating tracker/project spreadsheets to identify and assist the Assistant Area
Director with responses required in a timely manner and by any specific
deadlines.

o Project work using skills and knowledge to map locations, coordinate training and
roll out of schemes.

o Access information from a range of sources and produce briefing documents
accordingly.

o Responsible for the ordering of stock/non-stock items using the Oracle to request
equipment etc. Provide training when required to BCUHB staff and other non-
BCUHB staff ie practices within the Area West Cluster. Set up EXCEL
spreadsheets for practices to assist in their record keeping and monitoring of
spending. Liaise with suppliers to obtain the most cost effective ordering process
(eg order on behalf of practices when required).

o Liaise with BCUHB staff to identify IT requirements (including locations and
delivery) then complete relevant orders and progress with IT.

o Maintain confidentiality according to Health Board and statutory requirements.

o Deal with highly confidential and sensitive documents/issues, maintaining the
strictest confidentiality and discretion at all times.

o Identify new policies, procedures and guidance which may impact upon areas of
the postholder’s responsibility. Use own initiative to implement policies
appropriately.

o Co-ordinate and arrange clinics for staff on behalf of the Clinical Lead Nurse Area
West eqg flu clinics
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Human Resources Duties

o To administer and co-ordinate all delegated HR activities for the Area West
Cluster Team.

o Create and maintain accurate records for salaried GPs working additional hours.
Liaise with Payroll to action any salary/payroll queries/discrepancies.

o Responsible for maintaining records of PADR, annual, study and sickness leave
taken by Area West Cluster staff and ensuring accurate and timely input on ESR.

o Ensure that managers and staff are aware of timescales, responsibilities and
current paperwork is correctly completed, in order to complete staff PADRs.

o Co-ordinate staff changes on ESR, completing relevant documents and
submitting on behalf of the Assistant Area Director

o Responsible for the completion of Assistant Area Director’'s monthly Managers
Staff Return. Collating Travel claims, time sheets, recording sickness and annual
leave details as required by the Salaries and Wages Dept. ensuring each form
has been completed correctly and accurately and processed within the required
deadline.

o Produce a monthly staff monitoring report for Area West Cluster Team
incorporating staff changes, sickness absence and any other relevant HR data
through extraction of data from ESR and other local databases.

o Produce monthly team update and progress report to West Area Management
Team.

o Responsible for the processing of study leave forms, making authorisation and
correct financial codes are used.

o Custodian of Area West staff personal/personal files (including managed practice
salaried GP files)

o Ensure that personal files are up to date with all documentation accurately filed
according to records management guidance.
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APPENDIX 1

Job Title:

Organisational Chart

The Organisational Chart must highlight the post to which this job description applies showing
relationship to positions on the same level and, if appropriate, two levels above and below.

Complete, add or delete as appropriate the text boxes below showing the organisational
relationships.

Assistant Area Director Primary Care

THIS POST
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PERSON SPECIFICATION

The knowledge to be measured is the minimum needed to carry out the full duties of the job to the required standards.
Qualifications should be used to provide an indicator of the level of knowledge required. Training and experience is also a

means of acquiring the knowledge required for a job such as on-the-job training, short courses and experience to an
equivalent level of knowledge which should be specified.

NOTE: Please do not use the number of years experience as this is potentially discriminatory and these will be returned.

It is essential that managers concentrate on the sorts of skills and qualities needed to fulfil the duties of the post.
Essential criteria must not state “or willing to work towards” any qualification.

ATTRIBUTES

ESSENTIAL

DESIRABLE

METHOD OF
ASSESSMENT

Qualifications
and/or
Knowledge

Maths/English GCSE or
equivalent

Typewriting/Word Processing

Quialification - RSA Il or
equivalent.

NVQ level 3 or RSA 3 (typing)

Management certificate or Office
Management Experience

NVQ in Office Management or
Administrative and
organisational experience
equivalent

Advanced knowledge of word
processing and spreadsheet
packages.

Knowledge and understanding of
policies, plans, regulations,
management and operational
procedures of the Organisation.

NVQ 2
ECDL

Evidence of CPD /
personal development

Application form and pre-
employment checks

Experience

Comprehensive secretarial
experience

Experience of general office
procedures.

Experience at a high level of
providing a comprehensive
administrative/PA service

Experience of setting up and
using filing/IT systems
Familiar with office procedures
and deadlines

Ability to develop and sustain
personal relationships with a

Experience of working
within the NHS
(hospital
environment)

Experience within
busy office
environment

Experience of utilising
ESR and extracting
reports for
management use

Application form and
interview
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wide range of individuals and
within groups

Accurate minute and note taking
— including follow up of actions

Communication across
organisational and professional
boundaries

Aptitude and
Abilities

Organisational skills.

Effective communication skills,
both written and verbal.

Ability to prioritise and meet
deadlines.

Problem solving abilities.
Numerical/literacy skills

Ability to work unsupervised and
make decisions

Organisational skills
Excellent customer care skills
Excellent attention to details

Excellent oral, numerical and
written skills

Report writing skills

Ability to work to agreed
deadlines

Ability to develop and sustain
personal relationships with a
wide range of individuals

Ability to use database, word
processing, spreadsheet and
internet applications

Good command of English both
written and verbal

Microsoft Office or equivalent.

Knowledge of administrative
and organisational policies and
procedures, acquired through
training and relevant
experience..

Supervisory skills

Ability to manage
change

Primary care

Knowledge &
understanding of
Primary Care

Ability to speak Welsh

Application Form,
Interview and
References

Values

Ability to work in a team/work
unsupervised.

Friendly and approachable.
Confident.

Good sense of
humour

Outgoing, friendly,

Flexibility in meeting
service needs.

Application Form,
Interview and
References
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Ability to cope with distressing Evidence of lifelong
situations. learning.

Sensitive and professional
approach to dealing with
patients/public

Ability to represent the LHB
Commitment to team working

Flexible and adaptable approach
to work

Ability to work effectively with
people with diverse skills,
knowledge, abilities and
experience.

Self-motivated, pro-active and
innovative

Ability to prioritise work and work
effectively against a background
of change and uncertainty

Works autonomously

Excellent inter-personal skills
and experience of dealing with
senior officers in large
organisations

Other Diplomacy. Welsh Speaking Interview and
People skills. Appreciation of the References
Ability to work on own initiative. responsibilities of the
health care
Ability to work under pressure. environment
Confidentiality.
Adaptable
Self-motivated and enthusiastic
Confident manner
GENERAL REQUIREMENTS
Include those relevant to the post requirements
> Values: All employees of the Health Board are required to demonstrate and embed the Values and

Behaviour Statements in order for them to become an integral part of the post holder’s working life and
to embed the principles into the culture of the organisation.
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> Registered Health Professional: All employees who are required to register with a professional body, to
enable them to practice within their profession, are required to comply with their code of conduct and
requirements of their professional registration.

> Healthcare Support Workers: Healthcare Support Workers make a valuable and important contribution
to the delivery of high quality healthcare. The national Code of Conduct for NHS Wales describes the
standards of conduct, behaviour and attitude required of all Healthcare Support Workers employed
within NHS Wales. Health Care Support Workers are responsible, and have a duty of care, to ensure
their conduct does not fall below the standards detailed in the Code and that no act or omission on their
part harms the safety and wellbeing of service users and the public, whilst in their care.

> Competence: At no time should the post holder work outside their defined level of competence. If
there are concerns regarding this, the post holder should immediately discuss them with their
Manager/Supervisor. Employees have a responsibility to inform their Manager/Supervisor if they doubt
their own competence to perform a duty.

> Learning and Development: All staff must undertake induction/orientation programmes at Corporate
and Departmental level and must ensure that any statutory/mandatory training requirements are
current and up to date. Where considered appropriate, staff are required to demonstrate evidence of
continuing professional development.

> Performance Appraisal: We are committed to developing our staff and you are responsible for
participating in an Annual Performance Development Review of the post.

> Health & Safety: All employees of the organisation have a statutory duty of care for their own personal
safety and that of others who may be affected by their acts or omissions. The post holder is required to
co-operate with management to enable the organisation to meet its own legal duties and to report any
hazardous situations or defective equipment. The post holder must adhere to the organisation’s Risk
Management, Health and Safety and associate policies.

> Risk Management: It is a standard element of the role and responsibility of all staff of the organisation
that they fulfil a proactive role towards the management of risk in all of their actions. This entails the
risk assessment of all situations, the taking of appropriate actions and reporting of all incidents, near
misses and hazards.

> Welsh Language: All employees must perform their duties in strict compliance with the requirements of
their organization’s Welsh Language Scheme and take every opportunity to promote the Welsh language
in their dealings with the public.

> Information Governance: The post holder must at all times be aware of the importance of maintaining
confidentiality and security of information gained during the course of their duties. This will in many
cases include access to personal information relating to service users.

> Data Protection: The post holder must treat all information, whether corporate, staff or patient
information, in a discreet and confidential manner in accordance with the provisions of the General Data
Protection Legislation and Organisational Policy. Any breach of such confidentiality is considered a
serious disciplinary offence, which is liable to dismissal and / or prosecution under current statutory
legislation and the HB or Trust Disciplinary Policy.

> Records Management: As an employee of this organisation, the post holder is legally responsible for
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all records that they gather, create or use as part of their work within the organisation (including
patient health, staff health or injury, financial, personal and administrative), whether paper based or
on computer. All such records are considered public records and the post holder has a legal duty of
confidence to service users (even after an employee has left the organisation). The post holder should
consult their manager if they have any doubt as to the correct management of records with which they
work.

> Equality and Human Rights: The Public Sector Equality Duty in Wales places a positive duty on the
HB/Trust to promote equality for people with protected characteristics, both as an employer and as a
provider of public services. There are nine protected characteristics: age; disability; gender
reassignment; marriage and civil partnership; pregnancy and maternity; race; religion or belief; sex and
sexual orientation. The HB/Trust is committed to ensuring that no job applicant or employee receives
less favour-able treatment of any of the above grounds. To this end, the organisation has an Equality
Policy and it is for each employee to contribute to its success.

> Dignity at Work: The organisation condemns all forms of bullying and harassment and is actively
seeking to promote a workplace where employees are treated fairly and with dignity and respect. All
staff are requested to report any form of bullying and harassment to their Line Manager or to any
Director of the organisation. Any inappropriate behaviour inside the workplace will not be tolerated
and will be treated as a serious matter under the HB/Trust Disciplinary Policy.

> DBS Disclosure Check: In this role you will have * direct / indirect contact with* patients/service users/
children/vulnerable adults in the course of your normal duties. You will therefore be required to apply
for a Criminal Record Bureau *Standard / Enhance Disclosure Check as part of the HB/Trust’s pre-
employment check procedure. *Delete as appropriate.
If the post holder does not require a DBS Disclosure Check, delete as appropriate.

> Safeguarding Children and Adults at Risk: The organisation is committed to safeguarding children
and adults at risk. All staff must therefore attend Safeguarding Children & Adult training and be
aware of their responsibilities under the All Wales Procedures.

> Infection Control: The organisation is committed to meet its obligations to minimise infections.
All staff are responsible for protecting and safeguarding patients, service users, visitors and employees
against the risk of acquiring healthcare associated infections. This responsibility includes being aware
of the content of and consistently observing Health Board/Trust Infection Prevention & Control Policies
and Procedures.

> No Smoking: To give all patients, visitors and staff the best chance to be healthy, all Health Board/Trust
sites, including buildings and grounds, are smoke free.

Flexibility Statement: The duties of the post are outlined in this Job Description and Person Specification and may
be changed by mutual agreement from time to time.

Job Title: PERSONAL SECRETARY

Supplementary Job Description Information
CAJE Reference/Date:
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Please complete information on Physical Effort, Mental Effort, Emotional Effort and Working Conditions in order
to assist the Job Matching process.

Physical Effort

This factor measures the nature, frequency and duration of physical effort (sustained effort at a similar level or
sudden explosive effort) required for the job.

Please ensure any circumstances that may affect the degree of effort required, such as working in an awkward
position; lifting heavy weights etc. are detailed, such as:

‘Working in uncomfortable/unpleasant physical conditions; sitting in restricted positions; repetitive movements;
lifting heavy weights; manipulating objects; kneeling, crouching, twisting; heavy duty cleaning; working at heights;
using controlled restraint; driving as part of daily job - N.B. Walking /driving to work is not included’

How often per day

Examples of Typical effort(s) / week / month

For how long? Addi

Sitting carrying out typing/computer based skills for majority Daily
of time — repetitive movements in keyboard/mouse work,

sitting filing

Object handling of stationery orders Weekly
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Mental Effort

This factor measures the nature, level, frequency and duration of mental effort required for the job, for example, concentration, responding to
unpredictable work patterns, interruptions and the need to meet deadlines.

Please identify the normal requirement to concentrate in the post and determine, how often and for how long it is required to concentrate during

a shift / working day, e.qg. :

‘Carrying out formal student assessments; carrying out clinical/social care interventions; checking documents; taking detailed minutes at
meetings; operating machinery/equipment; carrying out screening tests/microscope work; carrying out complex calculations; carrying out non-

clinical fault finding; responding to emergency bleep; driving a vehicle; examining or assessing patients/clients.

Examples of Typical effort(s)

How often per day
/ week / month?

For how long?

Additional Comments

requested

High skills be able to type at high speed, minute taking and Daily
transcribing

Checking of own work Daily
Pulling information/statistics for senior managers as Daily
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Emotional Effort

This factor measures the nature, frequency and duration demands of the emotional effort required to undertake clinical or non clinical duties that
are generally considered to be distressing and/or emotionally demanding.

Please identify how often the post holder has exposure to direct and/or indirect distressing and/or emotional circumstances and the type of
situations they are required to deal with.

For example,” processing (e.g. typing/transmitting) news of highly distressing events; giving unwelcome news to patients/clients/carers/staff;
caring for the terminally ill; dealing with difficult situations/circumstances; designated to provide emotional support to front line staff;
communicating life changing events; dealing with people with challenging behaviour; arriving at the scene of an accident.” N.B. Fear of Violence
is measured under Working Conditions

How often per

Examples of Typical effort(s) week / month?

For how long? Additional Comments

Dealing with distressed parents/carers either over the Monthly
telephone or face to face

Working Conditions

This factor measures the nature, frequency and duration of demands on staff arising from inevitably adverse environmental conditions (such as
inclement weather, extreme heat/cold, smells, noise and fumes) and hazards, which are unavoidable (even with the strictest health and safety
controls), such as road traffic accidents, spills of harmful chemicals, aggressive behaviour of patients, clients, relatives, carers.

Please identify unpleasant working conditions or hazards which are encountered in the post holder's working environment and establish how
often and for how long they are exposed to them during a working day / week / month.
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Examples are — use of VDU more or less continuously; unpleasant substances/non-household waste; infectious material/foul linen; body fluids,
faeces, vomit; dust/dirt; fleas/lice; humidity; contaminated equipment or work areas; driving/being driven in normal or emergency situations -

*Driving to and from work is not included

Examples of Typical Conditions

How often per
week / month?

For how long?

Additional Comments

Use of computer for majority of working day

Daily
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JOB DESCRIPTION

JOB DETAILS

Job Title: Senior Secretary
Band: Band 4

Salary Scale: £19,410 - £22,683
Hours of Work: 37.5

CPG: East Area Team
Base: Preswylfa, Mold

ORGANISATIONAL ARRANGEMENTS

Accountable to: PA to Area Director

Responsible to: PA to Area Director

JOB PURPOSE

Providing high level secretarial services to the East Area Management Team for Betsi
Cadwaladr University Health Board. Communicates with organisations and individuals from
outside of the Health Board.

DUTIES AND RESPONSIBILITIES

1. First point of contact for the Director/Assistant Director's by telephone, e-mail, and
correspondence or for visitors. Providing advice on a wide range of matters related to
the work of the Directors/Assistant Directors and their teams, resolving them or referring
them to the most appropriate person during periods when the Directors/Assistant
Directors are absent from the office.

2. Schedules and arranges meetings including the compilation of agenda and the taking
and transcribing of formal minutes.

3. Manages the diary of Assistant Director’s and other members of the management
team, including the scheduling and rescheduling of appointments.

4. Manages a bring forward appointment system.
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5. Files and manages all reports and correspondence ensuring that all documents are
retained as per legal schedules.

6. Provides administrative and secretarial support to nominated directors as required.
This will include the scheduling and re-arranging of diaries.

7. Provide administrative support to the Assistant Directors of Betsi Cadwaladr University
Health Board as part of the East Area office management support team. This will
include audio typing, compilation of spreadsheets, compilation of reports.

8. Provide cover for and act on behalf of administration team colleagues in their absence

9. Deal with confidential and sensitive documents/issues, maintaining the strictest
confidentiality and discretion at all times. This may include information of a distressing
nature.

10.Develop and control administrative systems to assist with the management of the
Directors/Assistant Directors workload and responsibilities providing a wide range of
support.

11.Communicates directly with Welsh Government officers, Assembly Members/Members
of Parliament, Chairmen/Chief Executives of other Organisations, Local Health
Boards, Community Health Councils and Local Authorities etc, on behalf of the
nominated Director as required. This will require a high degree of tact and diplomacy.

12. At the request of the Area Team the post holder is required to source information on
specific issues and regularly undertake research to facilitate briefings and/or
preparation of reports for or on behalf of the Directors/Assistant Directors.

13. Prepares papers and reports using the Microsoft Office package.

14.Required to work on own initiative referring seeking advice from the Area Director's PA
where required.

15. Initiate correspondence and prepare responses on behalf of the Directors/Assistant
Directors or respond directly as appropriate.

16.Monitor and review items pending further action, and chase information and actions to
compile into a report for the Board.

17. Arrange travel and accommodation bookings for Directors/Assistant Directors to attend
meetings and Conferences.

18. Undertake such other duties as may be required from time to time, commensurate with
the title of the post.

19. Works autonomously acting on own initiative to prioritise workload.
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GENERAL REQUIREMENTS

Competence

You are responsible for limiting your actions to those that you feel competent to undertake.
If you have any doubts about your competence during the course of your duties you should
immediately speak to your line manager / supervisor.

Registered Health Professional

All employees of the Organisation who are required to register with a professional body, to
enable them to practice within their profession, are required to comply with their code of
conduct and requirements of their professional registration.

Supervision
Where the appropriate professional organisation details a requirement in relation to

supervision, it is the responsibility of the post holder to ensure compliance with this
requirement. If you are in any doubt about the existence of such a requirement speak to
your Manager.

Risk Management

It is a standard element of the role and responsibility of all staff of the Organisation that they
fulfil a proactive role towards the management of risk in all of their actions. This entails the
risk assessment of all situations, the taking of appropriate actions and reporting of all
incidents, near misses and hazards.

Records Management

As an employee of the BCUHB Organisation, you are legally responsible for all records that
you gather, create or use as part of your work within the Organisation (including patient
health, financial, personal and administrative), whether paper based or on computer. All
such records are considered public records, and you have a legal duty of confidence to
service users (even after an employee has left the Organisation). You should consult your
manager if you have any doubt as to the correct management of records with which you
work.

Health and Safety Requirements

All employees of the Organisation have a statutory duty of care for their own personal
safety and that of others who may be affected by their acts or omissions. Employees are
required to co-operate with management to enable the Organisation to meet its own legal
duties and to report any hazardous situations or defective equipment.

Flexibility Statement

The content of this Job Description represents an outline of the post only and is therefore
not a precise catalogue of duties and responsibilities. The Job Description is therefore
intended to be flexible and is subject to review and amendment in the light of changing
circumstances, following consultation with the post holder.
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Confidentiality
All employees of the Organisation are required to maintain the confidentiality of members of
the public and members of staff in accordance with the Organisation policies.

Date Prepared:
Prepared By:
Date Reviewed:

Reviewed BYy:

Agreed By: Date:
Employee’s Name and Signature:

Agreed By Date:
Manager’s Name and Signature:
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EFFORT FACTOR INFORMATION TO SUPPORT JOB DESCRIPTIONS

This document should be completed for each job description and submitted together with the
agreed job description and person specification. Having studied the information relating to
effort factors, give an accurate description of what effort is required in the job role under each
of the headings. Please indicate frequency of exposure as follows:

D = Daily W = Weekly M = Monthly A = Once/twice a year

Physical Effort

Frequency:

D: Long periods of working on the computer. Word processing and inputting
D Touch typing

Mental Effort

Frequency:

D: Concentration required for audio typing

D. Concentration required for compiling reports generated by others
D. Frequent interruptions from Telephones and visitors

D. Required to take and transcribe minutes at long meetings

Emotional Effort

Frequency:

W: First point of contact for distressed patients and relatives who may wish to make
a complaint

D Receives aggressive phone calls from Patients, relatives and staff

W Attends meetings where distressing cases are discussed.

D: Political awareness in dealing with LHB, Regional Office and WAG
communications, both verbally and in writing.

Working conditions

Frequency:
D: Long periods working on computer.
M: May be exposed to verbal aggression

Appendix 7a
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JOB DESCRIPTION

JOB DETAILS

Job Title: Senior Secretary
Band: Band 4

Salary Scale: £19,410 - £22,683
Hours of Work: 37.5

CPG: West Area Team
Base: Eryldon, Caernarfon.

ORGANISATIONAL ARRANGEMENTS

Accountable to: PA to Area Director
Responsible to: Area Director
JOB PURPOSE

Providing high level secretarial services to the Medial Director/Assistant Medical Director
and members of the West Area Management Team of Betsi Cadwaladr University Health
Board. Communicates with organisations and individuals from outside of the Health Board.

DUTIES AND RESPONSIBILITIES

1.

First point of contact for the Medical Director/Assistant Medical Director by telephone,
e-mail, and correspondence or for visitors. Providing advice on a wide range of matters
related to the work of the Directors/Assistant Directors and their teams, resolving them or
referring them to the most appropriate person during periods when the
Directors/Assistant Directors are absent from the office.

Schedules and arranges meetings including the compilation of agenda and the taking
and transcribing of formal minutes.

Manages the diary of Assistant Director’s and other members of the management
team, including the scheduling and rescheduling of appointments.
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4. Manages a bring forward appointment system.

5. Files and manages all reports and correspondence ensuring that all documents are
retained as per legal schedules.

6. Provides administrative and secretarial support to nominated directors as required.
This will include the scheduling and re-arranging of diaries.

7. Provide administrative support to the Assistant Directors of Betsi Cadwaladr University
Health Board as part of the West Area office management support team. This will
include audio typing, compilation of spreadsheets, compilation of reports.

8. Provide cover for and act on behalf of administration team colleagues in their absence

9. Deal with confidential and sensitive documents/issues, maintaining the strictest
confidentiality and discretion at all times. This may include information of a distressing
nature.

10.Develop and control administrative systems to assist with the management of the
Directors/Assistant Directors workload and responsibilities providing a wide range of
support.

11.Communicates directly with Welsh Government officers, Assembly Members/Members
of Parliament, Chairmen/Chief Executives of other Organisations, Local Health
Boards, Community Health Councils and Local Authorities etc, on behalf of the
nominated Director as required. This will require a high degree of tact and diplomacy.

12. At the request of the Area Team the post holder is required to source information on
specific issues and regularly undertake research to facilitate briefings and/or
preparation of reports for or on behalf of the Directors/Assistant Directors.

13. Prepares papers and reports using the Microsoft Office package.

14.Required to work on own initiative referring seeking advice from the Area Director's PA
where required.

15. Initiate correspondence and prepare responses on behalf of the Directors/Assistant
Directors or respond directly as appropriate.

16.Monitor and review items pending further action, and chase information and actions to
compile into a report for the Board.

17. Arrange travel and accommodation bookings for Directors/Assistant Directors to attend
meetings and Conferences.

18. Undertake such other duties as may be required from time to time, commensurate with
the title of the post.

19. Works autonomously acting on own initiative to prioritise workload.
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GENERAL REQUIREMENTS

Competence

You are responsible for limiting your actions to those that you feel competent to undertake.
If you have any doubts about your competence during the course of your duties you should
immediately speak to your line manager / supervisor.

Registered Health Professional

All employees of the Organisation who are required to register with a professional body, to
enable them to practice within their profession, are required to comply with their code of
conduct and requirements of their professional registration.

Supervision
Where the appropriate professional organisation details a requirement in relation to

supervision, it is the responsibility of the post holder to ensure compliance with this
requirement. If you are in any doubt about the existence of such a requirement speak to
your Manager.

Risk Management

It is a standard element of the role and responsibility of all staff of the Organisation that they
fulfil a proactive role towards the management of risk in all of their actions. This entails the
risk assessment of all situations, the taking of appropriate actions and reporting of all
incidents, near misses and hazards.

Records Management

As an employee of the BCUHB Organisation, you are legally responsible for all records that
you gather, create or use as part of your work within the Organisation (including patient
health, financial, personal and administrative), whether paper based or on computer. All
such records are considered public records, and you have a legal duty of confidence to
service users (even after an employee has left the Organisation). You should consult your
manager if you have any doubt as to the correct management of records with which you
work.

Health and Safety Requirements

All employees of the Organisation have a statutory duty of care for their own personal
safety and that of others who may be affected by their acts or omissions. Employees are
required to co-operate with management to enable the Organisation to meet its own legal
duties and to report any hazardous situations or defective equipment.

Flexibility Statement

The content of this Job Description represents an outline of the post only and is therefore
not a precise catalogue of duties and responsibilities. The Job Description is therefore
intended to be flexible and is subject to review and amendment in the light of changing
circumstances, following consultation with the post holder.
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Confidentiality
All employees of the Organisation are required to maintain the confidentiality of members of
the public and members of staff in accordance with the Organisation policies.

Date Prepared:
Prepared By:
Date Reviewed:

Reviewed By:

Agreed By: Date:
Employee’s Name and Signature:

Agreed By Date:
Manager’s Name and Signature:
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EFFORT FACTOR INFORMATION TO SUPPORT JOB DESCRIPTIONS

This document should be completed for each job description and submitted together with the
agreed job description and person specification. Having studied the information relating to
effort factors, give an accurate description of what effort is required in the job role under each
of the headings. Please indicate frequency of exposure as follows:

D = Daily W = Weekly M = Monthly A = Once/twice a year

Physical Effort

Frequency:

D: Long periods of working on the computer. Word processing and inputting
D Touch typing

Mental Effort

Frequency:

D: Concentration required for audio typing

D. Concentration required for compiling reports generated by others
D. Frequent interruptions from Telephones and visitors

D. Required to take and transcribe minutes at long meetings

Emotional Effort

Frequency:

W: First point of contact for distressed patients and relatives who may wish to make
a complaint

D Receives aggressive phone calls from Patients, relatives and staff

W Attends meetings where distressing cases are discussed.

D: Political awareness in dealing with LHB, Regional Office and WAG
communications, both verbally and in writing.

Working conditions

Frequency:
D: Long periods working on computer.
M: May be exposed to verbal aggression
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JOB DESCRIPTION

JOB DETAILS

Job Title: Senior Secretary
Band: Band 4

Salary Scale: £19,410 - £22,683
Hours of Work: 37.5

CPG: East Area Team
Base: Preswylfa, Mold

ORGANISATIONAL ARRANGEMENTS

Accountable to: PA to Area Director

Responsible to: PA to Area Director

JOB PURPOSE

Providing high level secretarial services to the East Area Management Team for Betsi
Cadwaladr University Health Board. Communicates with organisations and individuals from
outside of the Health Board.

DUTIES AND RESPONSIBILITIES

1. First point of contact for the Director/Assistant Director's by telephone, e-mail, and
correspondence or for visitors. Providing advice on a wide range of matters related to
the work of the Directors/Assistant Directors and their teams, resolving them or referring
them to the most appropriate person during periods when the Directors/Assistant
Directors are absent from the office.

2. Schedules and arranges meetings including the compilation of agenda and the taking
and transcribing of formal minutes.

3. Manages the diary of Assistant Director’s and other members of the management
team, including the scheduling and rescheduling of appointments.

4. Manages a bring forward appointment system.
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5. Files and manages all reports and correspondence ensuring that all documents are
retained as per legal schedules.

6. Provides administrative and secretarial support to nominated directors as required.
This will include the scheduling and re-arranging of diaries.

7. Provide administrative support to the Assistant Directors of Betsi Cadwaladr University
Health Board as part of the East Area office management support team. This will
include audio typing, compilation of spreadsheets, compilation of reports.

8. Provide cover for and act on behalf of administration team colleagues in their absence

9. Deal with confidential and sensitive documents/issues, maintaining the strictest
confidentiality and discretion at all times. This may include information of a distressing
nature.

10.Develop and control administrative systems to assist with the management of the
Directors/Assistant Directors workload and responsibilities providing a wide range of
support.

11.Communicates directly with Welsh Government officers, Assembly Members/Members
of Parliament, Chairmen/Chief Executives of other Organisations, Local Health
Boards, Community Health Councils and Local Authorities etc, on behalf of the
nominated Director as required. This will require a high degree of tact and diplomacy.

12. At the request of the Area Team the post holder is required to source information on
specific issues and regularly undertake research to facilitate briefings and/or
preparation of reports for or on behalf of the Directors/Assistant Directors.

13. Prepares papers and reports using the Microsoft Office package.

14.Required to work on own initiative referring seeking advice from the Area Director's PA
where required.

15. Initiate correspondence and prepare responses on behalf of the Directors/Assistant
Directors or respond directly as appropriate.

16.Monitor and review items pending further action, and chase information and actions to
compile into a report for the Board.

17. Arrange travel and accommodation bookings for Directors/Assistant Directors to attend
meetings and Conferences.

18. Undertake such other duties as may be required from time to time, commensurate with
the title of the post.

19. Works autonomously acting on own initiative to prioritise workload.
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GENERAL REQUIREMENTS

Competence

You are responsible for limiting your actions to those that you feel competent to undertake.
If you have any doubts about your competence during the course of your duties you should
immediately speak to your line manager / supervisor.

Registered Health Professional

All employees of the Organisation who are required to register with a professional body, to
enable them to practice within their profession, are required to comply with their code of
conduct and requirements of their professional registration.

Supervision
Where the appropriate professional organisation details a requirement in relation to

supervision, it is the responsibility of the post holder to ensure compliance with this
requirement. If you are in any doubt about the existence of such a requirement speak to
your Manager.

Risk Management

It is a standard element of the role and responsibility of all staff of the Organisation that they
fulfil a proactive role towards the management of risk in all of their actions. This entails the
risk assessment of all situations, the taking of appropriate actions and reporting of all
incidents, near misses and hazards.

Records Management

As an employee of the BCUHB Organisation, you are legally responsible for all records that
you gather, create or use as part of your work within the Organisation (including patient
health, financial, personal and administrative), whether paper based or on computer. All
such records are considered public records, and you have a legal duty of confidence to
service users (even after an employee has left the Organisation). You should consult your
manager if you have any doubt as to the correct management of records with which you
work.

Health and Safety Requirements

All employees of the Organisation have a statutory duty of care for their own personal
safety and that of others who may be affected by their acts or omissions. Employees are
required to co-operate with management to enable the Organisation to meet its own legal
duties and to report any hazardous situations or defective equipment.

Flexibility Statement

The content of this Job Description represents an outline of the post only and is therefore
not a precise catalogue of duties and responsibilities. The Job Description is therefore
intended to be flexible and is subject to review and amendment in the light of changing
circumstances, following consultation with the post holder.
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Confidentiality
All employees of the Organisation are required to maintain the confidentiality of members of
the public and members of staff in accordance with the Organisation policies.

Date Prepared:
Prepared By:
Date Reviewed:

Reviewed BYy:

Agreed By: Date:
Employee’s Name and Signature:

Agreed By Date:
Manager’s Name and Signature:
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EFFORT FACTOR INFORMATION TO SUPPORT JOB DESCRIPTIONS

This document should be completed for each job description and submitted together with the
agreed job description and person specification. Having studied the information relating to
effort factors, give an accurate description of what effort is required in the job role under each
of the headings. Please indicate frequency of exposure as follows:

D = Daily W = Weekly M = Monthly A = Once/twice a year

Physical Effort

Frequency:

D: Long periods of working on the computer. Word processing and inputting
D Touch typing

Mental Effort

Frequency:

D: Concentration required for audio typing

D. Concentration required for compiling reports generated by others
D. Frequent interruptions from Telephones and visitors

D. Required to take and transcribe minutes at long meetings

Emotional Effort

Frequency:

W: First point of contact for distressed patients and relatives who may wish to make
a complaint

D Receives aggressive phone calls from Patients, relatives and staff

W Attends meetings where distressing cases are discussed.

D: Political awareness in dealing with LHB, Regional Office and WAG
communications, both verbally and in writing.

Working conditions

Frequency:
D: Long periods working on computer.
M: May be exposed to verbal aggression

Appendix 7a
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JOB DESCRIPTION

JOB DETAILS
Job Title: Senior Secretary
Band: Band 4

Salary Scale:

Hours of Work: 37.5
CPG: Area Team
Base: Llandudno Hospital

ORGANISATIONAL ARRANGEMENTS

Accountable to: Assistant Area Director

Responsible to: Assistant Area Director

JOB PURPOSE

Providing high level secretarial services to the Area Management Team for Betsi
Cadwaladr University Health Board.

Communicates with organisations and individuals from inside and outside of the Health
Board

DUTIES AND RESPONSIBILITIES

1. First point of contact for the Assistant Directors by telephone, e-mail, and
correspondence or for visitors. Providing advice on a wide range of matters related to
the work of the Assistant Director and team, resolving them or referring them to the
most appropriate person during periods when the Assistant Director is absent from the
office.

2. Schedules and arranges meetings including the compilation of agenda and the taking
and transcribing of formal minutes.

3. Manages the diary of Assistant Directors, including the scheduling and rescheduling
of appointments.
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4. Manages a bring forward appointment system.

5. Files and manages all reports and correspondence ensuring that all documents are
retained as per legal schedules.

6. Provides administrative and secretarial support to a nominated managers as required.
This will include the scheduling and re-arranging of diaries.

7. Provide administrative support to the Assistant Directors of Betsi Cadwaladr University
Health Board Central Area Team as part of the Executive Offices Administrative
support team. This will include audio typing, compilation of spreadsheets, compilation
of reports.

8. Provide telephone cover for administrative staff in their absence

9. Deal with confidential and sensitive documents/issues, maintaining the strictest
confidentiality and discretion at all times. This may include information of a distressing
nature.

10.Develop and control administrative systems to assist with the management of the
Assistant Directors workload and responsibilities providing a wide range of support.

11.Communicates directly with Welsh Assembly Government officers, Assembly
Members/Members of Parliament, Chairmen/Chief Executives of other Organisations,
Local Health Boards, Community Health Councils, Staffside, Professional Bodies and
Local Authorities etc, on behalf of the nominated Assistant Director as required. This
will require a high degree of tact and diplomacy.

12. At the request of the Assistant Directors the post holder is required to source
information on specific issues and regularly undertake research to facilitate briefings
and/or preparation of reports for or on behalf of the Assistant Directors.

13. Prepares papers and reports using the Microsoft Office package.

14.Required to work on own initiative referring seeking advice from the Assistant Director
where required.

15. Initiate correspondence and prepare responses on behalf of the Assistant Director or
respond directly as appropriate.

16.Monitor and review items pending further action, and chase information and actions to
compile into a report for the Board.

17.Arrange travel and accommodation bookings for the Assistant Director to attend
meetings and Conferences.

18. Undertake such other duties as may be required from time to time, commensurate with
the title of the post.

19. Works autonomously acting on own initiative to prioritise workload.

GENERAL REQUIREMENTS

Competence
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You are responsible for limiting your actions to those that you feel competent to undertake.
If you have any doubts about your competence during the course of your duties you should
immediately speak to your line manager / supervisor.

Registered Health Professional

All employees of the Organisation who are required to register with a professional body, to
enable them to practice within their profession, are required to comply with their code of
conduct and requirements of their professional registration.

Supervision
Where the appropriate professional organisation details a requirement in relation to

supervision, it is the responsibility of the post holder to ensure compliance with this
requirement. If you are in any doubt about the existence of such a requirement speak to
your Manager.

Risk Management

It is a standard element of the role and responsibility of all staff of the Organisation that they
fulfil a proactive role towards the management of risk in all of their actions. This entails the
risk assessment of all situations, the taking of appropriate actions and reporting of all
incidents, near misses and hazards.

Records Management

As an employee of the BCUHB Organisation, you are legally responsible for all records that
you gather, create or use as part of your work within the Organisation (including patient
health, financial, personal and administrative), whether paper based or on computer. All
such records are considered public records, and you have a legal duty of confidence to
service users (even after an employee has left the Organisation). You should consult your
manager if you have any doubt as to the correct management of records with which you
work.

Health and Safety Requirements

All employees of the Organisation have a statutory duty of care for their own personal
safety and that of others who may be affected by their acts or omissions. Employees are
required to co-operate with management to enable the Organisation to meet its own legal
duties and to report any hazardous situations or defective equipment.

Flexibility Statement

The content of this Job Description represents an outline of the post only and is therefore
not a precise catalogue of duties and responsibilities. The Job Description is therefore
intended to be flexible and is subject to review and amendment in the light of changing
circumstances, following consultation with the post holder.

Confidentiality
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All employees of the Organisation are required to maintain the confidentiality of members of
the public and members of staff in accordance with the Organisation policies.
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EFFORT FACTOR INFORMATION TO SUPPORT JOB DESCRIPTIONS

This document should be completed for each job description and submitted together
with the agreed job description and person specification. Having studied the
information relating to effort factors, give an accurate description of what effort is
required in the job role under each of the headings. Please indicate frequency of
exposure as follows:

D = Daily W = Weekly M = Monthly A = Onceltwice a year

Physical Effort

Frequency:

D: Long periods of working on the computer. Word processing and inputting
D Touch typing

Mental Effort

Frequency:

D: Concentration required for audio typing

D. Concentration required for compiling reports generated by others
D. Frequent interruptions from Telephones and visitors

D. Required to take and transcribe minutes at long meetings

Emotional Effort

Frequency:

W: First point of contact for distressed patients and relatives who may wish
to make a complaint

D Receives aggressive phone calls from Patients, relatives and staff

W Attends meetings where distressing cases are discussed.

D: Political awareness in dealing with LHB, Regional Office and WAG
communications, both verbally and in writing.

Working conditions

Frequency:
D: Long periods working on computer.
M: May be exposed to verbal aggression

Appendix 7a
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PERSON SPECIFICATION

The person specification should set out the qualifications, experience, skills, knowledge, personal attributes, other requirements
that a post holder requires to perform the job to a satisfactory level.

Job Title: Senior Secretary Band 4
ESSENTIAL DESIRABLE METHOD OF
The qualities without which a post Extra qualities which can be ASSESSMENT

used to choose between
candidates who meet all the

holder could not be appointed

essential criteria

QUALIFICATIONS

RSA Il / NVQ 3
Qualification or equivalent.
GCSE/ GCE at grade C
or above including
English and Maths.
Diploma in Office
administration or
demonstrable knowledge
and experience to diploma
level

Typewriting/word
processing
qualification.

NVQ or equivalent in
Administration.
Advanced ECDL
Certificate.

Audio Typing.
Certificate in
supervision or
management
ECDL Qualification.

Ability to communicate

in Welsh

Certificates /
Application Form /
Interview

EXPERIENCE

Experience of using
Microsoft office package
including word, excel and
powerpoint.

Experience at a high level
of providing a
comprehensive
administrative/PA service.
Experience of setting up
and using filing/IT systems
Familiar with office
procedures & deadlines

Previous experience of

working as
Administrator / PA to

an Executive Director

or equivalent.

Previous experience of

working within the
NHS.

Interview /
Application Form

SKILLS

Excellent communication
skills.

Ability to work
unsupervised and make
decisions.

Organisation skills.
Numeracy and Literacy
skills.

Excellent customer care
skills.

Good command of English
both written & verbal
Typing/Word Processing
skills

Audio typing skills
Ability to produce
Reports

Confident in all aspects

of office practice
Experience of

producing graphs and

statistics.

Interview /
Application form
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KNOWLEDGE

In-depth and detailed
knowledge and
understanding of
secretarial procedures, the
structure, policies, plans,
regulations, management
and operational
procedures of the
Organisation.

Advanced knowledge of
word processing,
spreadsheet and
presentation packages.
Ability to take minutes

e Comprehensive

knowledge of
Windows, Word, Excel,
PowerPoint

¢ Knowledge of
Organisation

Interview /
Application Form

PERSONAL
QUALITIES
(Demonstrable)

Friendly, professional
approach

Confident manner
Adaptable

Self motivated and
enthusiastic.

Interview

OTHER °
RELEVANT
REQUIREMENTS

Ability to work under
pressure

Ability to work as part of a
team

Ability to answer
telephone bi-lingually
Ability to maintain
confidentiality

A flexible approach
towards the demands of
the workplace.

e Welsh speaking.

Prepared By:
Reviewed By:

Agreed By: Manager

Date Agreed:
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JOB DETAILS:
Job Title Clerical Officer Apprentice
Pay Band 2
Hours of Work and Nature of 37.5 Two year Fixed Term
Contract
Division/Directorate Area Management Team
Department Central Area Management Team
Base Llandudno Hospital

ORGANISATIONAL ARRANGEMENTS:

Managerially Accountable to: Admin Manager

Reports to: Admin Manager

Professionally Responsible to: | Admin Manager

Organisational statement on values and behaviours

e Learn and Innovate
¢ Communicate openly and honestly
e Work Together

Job Summary/Job Purpose:

Act as a clerical officer for the Area Team covering a period of time within all services
within the team, the role will require the post holder to provide administration services
which will include good communication skills and the production of agendas and
documents, updating of e systems, collating of information, mail distribution, filing,
typing, booking venues for meetings etc.

CAJE Reference/Date: 2019/0223 May 2019





DUTIES/RESPONSIBILITIES:

The role will undertake administration duties for the Area Team to include;

First Point of Contact Support
As one of the first point of contacts for the team, the Clerical Officer will deal with and
direct calls as necessary in a professional, courteous manner acting as an ambassador for
the organisation in all aspects of communication. This will include;
1. Dealing with telephone queries appropriately, referring more complex queries onto
the appropriate person
2. Providing an excellent customer service to the team
3. Collecting, opening and acknowledging post and emails within specified timescales
4. Dealing with all other enquires via email or in person for the team appropriately,
referring to others as required
5. Recording messages as required for the team
6. Developing Documents and Data Inputting, the role will provide an administration
service to a high standard
7. Producing documents for the department such as correspondence, posters,
leaflets, presentations etc.
8. Inputting information into systems, maintaining accuracy
9. Creation of databases for recording of information as necessary for the
administrative needs of the department

Office Duties
The role will involve organising and planning own workload in order to meet the needs of
the service, prioritising where appropriate. Duties will include;

1. Providing clerical support for all aspects of theArea Team

2. Ordering of stock where required through the health board purchasing system.

3. Arranging meetings using available diary systems to include booking of venues and
equipment if necessary

4. To support the Senior Secretaries in producing reports and agendas as required

5. To provide cover for absences e.g. leave, sickness for other admin officers

6. Update the PADR and mandatory training database as and when required, liaising
with all appropriate members of staff ensuring all records of training and PADRs
are up to date.

7. To receive and process all stationery/ supplies orders for the team. To monitor and
maintain through the Oracle system all supplies. Using own judgment, follow
through any queries within appropriate guidelines reporting to the Admin Manager
if any problems.

Communication

The Area Team covers services within Conwy and Denbighshire area and liaison with
disciplines within the health board will be routine as well as communication with
stakeholders in local authority establishments such as Denbighshire and Conwy County
Councils

General
1. Attend all mandatory training courses as required by BCUHB. Actively participate in
annual Personal Development Reviews. Working with the line manager in agreeing
personal objectives and attending necessary training to ensure KSF gateways and
agreed objectives are met
2. Maintain databases, filing systems in a timely and accurate manner, ensuring that
other team members are able to locate letters/information in your absence.
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PERSON SPECIFICATION

ATTRIBUTES | ESSENTIAL DESIRABLE METHOD OF
ASSESSMENT

Qualifications | Good standard of general education | Ability to communicate | Application
and/or including English or Welsh through the medium of
Knowledge language. English and Welsh

Good standard of keyboard skills

including knowledge of the Microsoft

office package

Willing to achieve NVQ level 2
Experience Proven ability to meet deadlines Previous administration | Application

experience
Knowledge of Data
Protection

Aptitude and

Understand requirement to use tact

Ability to exercise

Application and

Abilities and diplomacy judgement when Interview
dealing with
Evidence of ability to work as part of | enquiries and problems
ateam
Good computer skills
Good communication skills both
written and oral
Values e Learn and Innovate e Respect for all Interview
¢ Communicate openly and e Togetheras a
honestly Team
e Work Together e Ideas that Improve
Other Able to work as part of a team Application and

Able to prioritise workload

Interview
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APPENDIX 1

Job Title: Clerical Officer Apprentice

Organisational Chart

Business Support
Manager

Band 7

Admin Manager
Band 6

Clerical Officer
Apprentice Band 2

Senior Secretary Senior Secretary Senior Secretary Senior Secretary
(Childrens) (Community Services) (Therapy services) (Primary Care)

Band 4 Band 4 Band 4 Band 4
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Job Title: Clerical Officer, Apprentice

Supplementary Job Description Information

Physical Effort

APPENDIX 2

Examples of Typical effort(s)

How often per
day / week /

For how long?

Additional Comments

Majority of time spent at keyboard

Daily

Mental Effort

How often per

Examples of Typical effort(s) day / week / For how long? Additional Comments
month?
Attention to detail required for filing and data inputting Daily

Emotional Effort

Examples of Typical effort(s)

How often per
week / month?

For how long?

Additional Comments

Concentration required for new ways of working

Daily
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Working Conditions

Examples of Typical Conditions

How often per
week / month?

For how long?

Additional Comments

Office based duties

Daily

Occasional requirement to attend meetings

Monthly
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JOB DESCRIPTION

JOB DETAILS

Job Title: Personal Assistant to the Area Director West &
Area Nurse Director West

Band: 5

Hours of Work: 37.5

Base: Eryldon, Caernarfon

ORGANISATIONAL ARRANGEMENTS

Accountable to: Area Director West

Responsible to: Area Director West

JOB PURPOSE

Providing high-level corporate, administrative and secretarial services. Day to day
management of staff, ensuring effective communication at a very senior level with
organisations and individuals from outside of the Health Board.

DUTIES AND RESPONSIBILITIES

1.

First point of contact for the Area Director & Area Nurse Director by telephone, e-mail, and
correspondence, or for their visitors or members of the public making contact with
them providing information and / or fielding, ensuring all telephone calls are actioned
appropriately in a timely manner. Providing advice on a wide range of matters related to
the work of the Area Director and their team, resolving problems or referring them to the
most appropriate person as necessary.

Providing and receiving confidential and sensitive information and using discretion and
high levels of communication and skills at all times.

Manage junior secretarial and administrative staff within the wider team, co-ordinating and
overseeing the allocation of tasks and providing guidance and supervision as appropriate.
This will include line management of staff, PADRs, return to work interviews and first stage
disciplinary and grievance procedures.
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4. Contribute to effective information management within the Team

5. Take a proactive approach in planning and be responsible for organising, scheduling
and arranging meetings, including the compilation of complex agendas, and the taking
and transcribing of formal minutes.

6. Managing the diary of the Area Director including the complex scheduling and
rescheduling of appointments.

7. Managing a bring-forward appointment system and proactively manage a forward look
of commitments so that the Area Director are appropriately briefed and prepared.

8. File and track all reports and correspondence ensuring that all documents are retained
as per legal schedules.

9. Provide corporate administrative secretarial support to the Area Director as required.
This will include the scheduling and re-arranging of diaries.

10.Assist the Area Director and Area Nurse Director to deliver against agreed
objectives, achieving quality outcomes.

11.Manage the Area Directors e-mails ensuring briefing and follow up actions take place
and deadlines are met.

12.Required to comment on new working processes and procedures which may impact
upon the smooth running of the Area Directors office.

13.In the absence of the Area Directors be responsible for prioritising work requests and
identifying high priority requests which need to be passed to another Executive Director for
urgent action. Sign post enquiries to other staff where possible.

14. Initiate correspondence and prepare responses on behalf of the Area Director & Area Nurse
Director or respond directly as appropriate.

15. Responsible for the sign off of timesheets, stock control and ordering of stationery using
the oracle system with authorisation up to agreed financial limits.

16.Provide cover for, and act on behalf of senior officers in their absence if required

17.Deal with confidential and sensitive documents/issues, maintaining the strictest
confidentiality and discretion at all times. This may include information of a distressing
nature.

18.Develop and control administrative systems to assist with the management of the Area
Director & Area Nurse Directors and their team’s workload and responsibilities, as
appropriate - providing a wide range of support.
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19.Communicate directly with Welsh Government officers, Assembly Members/Members of
Parliament, Chairmen/Chief Executives of other Organisations, Local Health Boards,
Community Health Councils and Local Authorities etc as required with a high degree of
tact and diplomacy.

20. Prepare papers and reports using the Microsoft Office packages.

21.Required to prioritise own and others’ workloads autonomously on own initiative,
seeking advice from senior colleagues where necessary.

22. Arrange travel and accommodation bookings for the Area Director/Area Nurse Director to
attend meetings and Conferences.

23. Undertake other duties/projects as may be required from time to time, commensurate with
the level of responsibility of the post.

GENERAL REQUIREMENTS

Competence
You are responsible for limiting your actions to those that you feel competent to undertake.

If you have any doubts about your competence during the course of your duties you should
immediately speak to your line manager / supervisor.

Supervision
Where the appropriate professional organisation details a requirement in relation to

supervision, it is the responsibility of the post holder to ensure compliance with this
requirement. If you are in any doubt about the existence of such a requirement speak to
your Manager.

Risk Management
It is a standard element of the role and responsibility of all staff of the Organisation that they

fulfil a proactive role towards the management of risk in all of their actions. This entails the
risk assessment of all situations, the taking of appropriate actions and reporting of all
incidents, near misses and hazards.

Records Management
As an employee of the BCUHB Organisation, you are legally responsible for all records that

you gather, create or use as part of your work within the Organisation (including patient health,
financial, personal and administrative), whether paper based or on computer. All such
records are considered public records, and you have a legal duty of confidence to service
users (even after an employee has left the Organisation). You should consult your manager
if you have any doubt as to the correct management of records with which you work.
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Health and Safety Requirements

All employees of the Organisation have a statutory duty of care for their own personal
safety and that of others who may be affected by their acts or omissions. Employees are
required to co-operate with management to enable the Organisation to meet its own legal
duties and to report any hazardous situations or defective equipment.

Flexibility Statement

The content of this Job Description represents an outline of the post only and is therefore not
a precise catalogue of duties and responsibilities. The Job Description is therefore intended
to be flexible and is subject to review and amendment in the light of changing circumstances,
following consultation with the post holder.

Confidentiality
All employees of the Organisation are required to maintain the confidentiality of members of
the public and members of staff in accordance with the Organisation policies.

Date Prepared:

Prepared BYy:

Date Reviewed:

Reviewed By:

Agreed By: Date:
Employee’s Name and Signature:

Agreed By Date:
Manager’s Name and Signature:
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EFFORT FACTOR INFORMATION TO SUPPORT JOB DESCRIPTIONS

This document should be completed for each job description and submitted together
with the agreed job description and person specification. Having studied the
information relating to effort factors, give an accurate description of what effort is
required in the job role under each of the headings. Please indicate frequency of
exposure as follows:

D =Daily W =Weekly M = Monthly A = Onceltwice a year

Physical Effort

Frequency:

D: Long periods of working on the computer. Word processing and inputting
D: Touch typing

Mental Effort

Frequency:

D: Concentration required for audio typing

D: Concentration required for compiling reports generated by others
D: Frequent interruptions from telephones and visitors

D: Required to take and transcribe minutes at long meetings

Emotional Effort

Frequency:

W: First point of contact for distressed patients and relatives who may wish
to make a complaint

D: Political awareness in dealing with external bodies’ communications, both
verbally and in writing.

Working conditions

Frequency:
D: Long periods working on computer.
M: May be exposed to verbal aggression
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PERSON SPECIFICATION

The person specification should set out the qualifications, experience, skills, knowledge, personal attributes, other
requirements that a post holder requires to perform the job to a satisfactory level.

Job Title: PA to Area Director Band 5
METHOD OF
The qualities without which a Extra qualities which can be ASSESSMENT
post holder could not be used to choose between
appointed candidates who meet all the
essential criteria
Educated to degree level, or Advanced ECDL Certificate. | Certificates /
possessing an equivalent level Audio Typing. Application Form /
QUALIFICATIONS of knowledge and experience Supervision or management | Interview
qualification
Evidence of recent CPD

Experience at a high level of Previous experience of Interview / Application
providing a comprehensive working as Administrator / Form

EXPERIENCE administrative/PA service within PA.
a corporate team Previous experience of
Experience of setting up and working within the NHS.
using filing/IT systems in a Previous experience
large organisation overseeing/managing the
Familiar with office procedures work of junior staff
& deadlines
Excellent interpersonal and Audio typing skills Interview / Application
written/verbal communication form

SKILLS skills.

Ability to work unsupervised
and make decisions.
Excellent organisation,
numeracy, literacy, typing/word
processing and customer care
skills.
Ability to produce reports,
graphs and statistics
Ability to manage a team
In-depth and detailed Comprehensive knowledge | Interview / Application
knowledge and understanding of Windows, W ord, Excel, Form

KNOWLEDGE of corporate procedures, the PowerPoint
structure, policies, plans, Knowledge of the
regulations, management and organisation
operational procedures of the Political awareness
Organisation.
Advanced knowledge of word
processing, spreadsheet and
presentation packages.
Ability to take minutes
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PERSONAL
QUALITIES
(Demonstrable)

Friendly, professional approach
Confident manner

Reliable

Adaptable and flexible
approach to the demands of the
workplace

Smart personal presentation.
Self motivated and enthusiastic.

Interview

OTHER
RELEVANT
REQUIREMENTS

Ability to work under pressure
and meet deadlines

Ability to work as part of the
wider corporate team

Ability to maintain confidentiality

Ability to speak, read and
write Welsh.

Willingness to travel across
North Wales according to
the needs of the role

Prepared By:
Reviewed By:

Agreed By: Manager

Date Agreed:
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JOB DETAILS

Job Title:

Band:

Hours of Work:

Base:

\ GIG Bwrdd lechyd Prifysgol
CYMRU

Batsi Cadwaladr AREA MANAGEMENT TEAM

H University Health Board

Corporate Services Manager / Personal Assistant — Area Team
6
37.5

Central Area

ORGANISATIONAL ARRANGEMENTS

Accountable to:
Area Director

Key Relationships:
Area Directors, Area Nurse Director, Area Medical Director, Assistant Area Directors; Area
Business and Planning Manager, Senior Managers; Governance Lead; Partnership colleagues

JOB PURPOSE

The post

holder will be responsible for providing corporate support and advice to the Area

Management Team and high level administrative support to the Area Director.

Responsibilities will include providing a high level administrative support to the Area Director’s
office, developing and implementing non-clinical corporate policies which impact across the
Area; managing, maintaining and developing administrative information systems as
appropriate and advising on the safe and effective administration of corporate issues
impacting across the Area. In particular, the post holder will:

Ensure that the corporate responsibilities of the Area team are undertaken
effectively and appropriately, by means of efficient and professional support to the
Area Team and appropriate sub-committees

Provide effective and efficient administrative and managerial support to the Area
Leadership Team

In collaboration with colleagues from the Health Board’s Corporate Governance and
Communication department and senior managers within the Area team ensure that
appropriate governance arrangements are in place across the Area

Act as the main link for the Area Team with the Corporate Communications and
Support Team

Act as Personal Assistant and provide effective administrative support to the Area
Director and Area Nurse Director





Purchase administrative/corporate supplies as an authorised signatory and prepare
requisitions of major items as appropriate

3. DUTIES AND RESPONSIBILITIES

3.1

3.2

Area Management Team, and Committee Support

Work with the Area Director in planning and organising all elements of the formal
business activities of the Area Leadership Team

Provide efficient and effective high level administrative support to the work of the
Area Director

Work with the Business and Planning Manager in planning and organising all
elements of the multidisciplinary Area Team meetings including the development,
and regular review, of the appropriate terms of reference, the production of cycle of
business, the scheduling of dates, the arrangements for venues and any
accessibility requirements, and the production and circulation of papers

Take detailed formal minutes of the Area Leadership Team and appropriate sub-
committees. Monitor and reviews issues requiring further action. Pursue actions
which have not been completed and report progress to the Chair as appropriate

Work autonomously, where appropriate, in preparing papers for the Area
Leadership Team and sub-committees

Work with members of the Area Management Team in identifying broad
development needs of Board and committee members, and in arranging corporate
training/development sessions

Arrange for all appropriate papers etc. to be shared and stored appropriately and
ensure relevant access is available to appropriate staff

Undertake similar functions for other agreed committee meetings of the Area
Leadership team

Organisational Support

Support the Assistant Area Directors in responding to enquiries and requests for
information from AM/PM’s and in the administration of requests received by the
Area Team under the Freedom of Information Act

Support the Area Leadership Team with ensuring briefings and papers are
submitted to the Executive Team in a timely fashion

Collate, produce and present, as appropriate, statistical information on an agreed
basis and within agreed deadlines using appropriate I.T. skills

Act as the main link between the Area Director’s office and BCU’s Corporate and
Communications Team





3.3

Fulfil the role of Share filing administrator for the Area ensuring that all appropriate
papers are included on the shared drive and that relevant access is available to
appropriate staff adhering to the Information Governance Policies

Work with the Area Director establishing effective mechanisms for engagement with
other health and social care organisations, the third sector, local authorities etc. to
support the development of effective partnership working at all levels within the Area

Establish, and maintain, a broad understanding of relevant policies/written control
documents affecting the work of the Area and contribute, as appropriate, to the
development and implementation of policies which impact upon the Area

Represent the Area on designated Health Board groups and teams, providing
relevant and positive input into discussions

Act as the main source of advice within the Area to ensure that the corporate
identity guidelines are adhered to throughout the Area, seeking advice from the
Brand Guardian as appropriate

Work closely with the Area Welsh Language, Culture and Equality champions in
ensuring that the Area works within the requirements of the Health Board’s Welsh
Language Scheme and Equality Scheme

Work with members of the Executive Team and other senior colleagues in
identifying broad development needs of administrative staff and in facilitating agreed
training and development opportunities through the organisation of appropriate
workshops etc.

Ensure systems are in place across the Area to allow for the effective management
of human resources across the Area to include the establishment and maintenance
of standardised monitoring, control and reporting arrangements.

Work with senior colleagues in ensuring comprehensive administrative support is
provided at a corporate level within the Area

Advise the Executive Team on matters relating to the effective use and on-going
development of administrative resources to meet evolving service needs

Establish, and maintain, excellent working relationships with key Health Board
personnel, as well as managers within the Area, to assist in ensuring appropriate
information flows exist between the Area and other Area’s/Executive Directors, to
develop common processes, and to highlight and roll out best practice

Personal Assistant Support to the Area Director / Area Nurse Director

Develop and provide a comprehensive and wide ranging administrative support
service to the Area Director and the Area Nurse Director having autonomous control
of the diaries and ensuring the effective use of appropriate office systems and
procedures

Deal with confidential and sensitive documents/issues, maintaining the strictest
confidentiality and discretion at all times





Communicate directly, as appropriate and on behalf of the Area Director and Area
Nurse Director with other Senior Members of the Health Board, Executive Directors,
WG officers, Assembly Members/Members of Parliament, Community Health
Councils, local authority representatives etc.

Line management of administrative team and delegate, as appropriate,
administrative tasks to other Area support staff to ensure that work for the Area
Director’s Office is prioritised appropriately and achieved in a timely manner

Where appropriate, source information on specific issues and regularly undertake
research to facilitate briefings and/or preparation of reports for, or on behalf of, the
Area Director and Area Nurse Director

Initiate correspondence and prepare responses on behalf of the Area Director / Area
Nurse Director or respond directly as appropriate

Organise agendas for, and arrange attendance at, ad hoc meetings requested by
the Area Director and attend as required at the base, or other, locations taking
appropriate notes/minutes

Use Microsoft Office packages to produce reports and documents as requested by
the Area Director / Area Nurse Director

3.4  Personal Development

Maintain and improve own knowledge, learning and ability to excel in the role

Maintain knowledge and awareness of local and national healthcare issues and
development

Adhere to the standards laid down in the NHS Code of Conduct for Managers and at
all times act in a that reflects and promotes the values of the Health Board

Be responsible for own continuing professional development and participate in the
personnel development review process

In undertaking the above role the postholder will be required to:

Act in a professional, knowledgeable and courteous manner when dealing with
contacts from patients and carers, or health and social care professionals, ensuring
that any information provided is accurate and relevant

Demonstrate probity and care in relation to the use of BCUHB equipment

Work autonomously and determine own work priorities to meet the needs of the
Area Leadership Team and the Executive Management Team

Make judgements on complex facts or situations to identify options and determine
the preferred/recommended option

Reprioritise and reschedule work as necessary

Undertake other such duties as may be necessary from time to time and which are
commensurate with the responsibilities of the post





GENERAL REQUIREMENTS

Competence

At no time should the postholder work outside their defined level of competence. If there are
concerns regarding this, the postholder should immediately discuss them with their
manager/supervisor. Employees have a responsibility to inform their supervisor/manager if
they doubt their own competence to perform a duty.

Supervision

Where the appropriate professional organisation details a requirement in relation to
supervision, it is the responsibility of the post holder to ensure compliance with this
requirement. If employees are in any doubt about the existence of such a requirement they
should speak to their Manager.

Risk Management

It is a standard element of the role and responsibility of all staff of the LHB that they fulfil a
proactive role towards the management of risk in all of their actions. This entails the risk
assessment of all situations, the taking of appropriate actions and reporting of all incidents,
near misses and hazards.

Records Management

As an employee of the LHB, the postholder is legally responsible for all records that they
gather, create or use as part of their work within the LHB (including patient health, financial,
personal and administrative), whether paper based or on computer. All such records are
considered public records, and the postholder has a legal duty of confidence to service users
(even after an employee has left the LHB). The Postholder should consult their manager if
they have any doubt as to the correct management of records with which they work.

Health and Safety Requirements

All employees of the LHB have a statutory duty of care for their own personal safety and that
of others who may be affected by their acts or omissions. The postholder is required to co-
operate with management to enable the LHB to meet its own legal duties and to report any
hazardous situations or defective equipment. The postholder must adhere to the LHB’s risk
management, health and safety and associated policies.

Flexibility Statement
The duties of the post are outlined in this job description and person specification and may be
changed by mutual agreement from time to time.

Confidentiality

The Postholder must at all times be aware of the importance of maintaining confidentiality and
security of information gained during the course of their duties. This will in many cases include
access to personal information relating to service users. The postholder must treat all
information whether corporate, staff or patient information in a discreet and confidential
manner in accordance with the provisions of the data protection act 1998 and organisational

policy.

Promoting Diversity and Dignity at Work

The LHB is committed to promoting diversity in employment and dignity at work. It recognises
that discrimination and harassment is unacceptable and that it is in the best interests of the
LHB and the population it serves to utilise the skills of the total workforce. The postholder must
comply with and adhere to the equal opportunities and dignity at work policies.
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EFFORT FACTOR INFORMATION TO SUPPORT JOB DESCRIPTIONS
Post Title: Corporate Services Manager /Personal Assistant— Area Team

Division/ Directorate / Department:  Central Area Team
This document should be completed for each job description and submitted together with the agreed job description and

person specification. Having studied the information relating to effort factors, give an accurate description of what effort is
required in the job role under each of the headings. Please indicate frequency of exposure as follows:

D =Daily W =Weekly M = Monthly A = Onceltwice a year

Physical Effort:-Examples to be given if lifting, standing or sitting for long periods; manual handling;
making repetitive movements; manipulating objects

Nature and Frequency

D - Long periods sitting at workstation/advanced keyboard use
D - Long periods of attending meetings/presentations/workshops
W - Required to drive between sites and to meetings across North Wales

Mental Effort such as preparing detailed reports; checking documents and / or calculations; carrying out
clinical diagnosis or interventions; analysing statistics; undertaking formal student / trainee assessments.

Nature and Frequency

D - Workload pressures with competing demands, driven by both internal and external timescales
D - Frequent interruptions from telephones, visitors etc. to deal with corporate business issues

D - Concentration required for long periods whilst composing documents

W - Protracted periods of concentration taking and transcribing formal minutes

M - Quality checking of board papers and sub-committee papers prior to circulation

Emotional Effort such as processing news of highly distressing events; dealing with the terminally ill or
with people with challenging behaviour; dealing with difficult situations

Nature and Frequency

D - Political awareness in dealing with Health Board, WG, CHC, local authority etc. communications,
both verbally and in writing

D - Sustain focus at long meetings/events

D - Ensure that the administrative process surrounding concerns [i.e. complaints, claims and incidents]
and comments about the Area Team are dealt with effectively

W - Occasional exposure to difficult situations, e.g. dealing with irate callers/complainants






Working conditions such as exposure to excessive temperatures; unpleasant odours; bodily fluids; using
a computer more or less continuously; driving or being driven

Nature and Frequency

D - Long periods working on computer
W - Required to drive to meetings and between sites, across North Wales
M - May be exposed to verbal aggression

Freedom to Act

Work on own initiative and autonomously in own specialist area as the Corporate Services Manager /
Personal Assistant for the Area Team

Determine own priorities in conjunction with meeting the needs of the Area Director and Area Nurse
Director

Support is available from line manager

Is there a current postholder? No

Job description, Person specification, organisational chart and supplementary information
have all been agreed by:

Employee’s Name: Date:

Signature:

Line Manager’s Name: Date:
Designation/ Job Title:

Signature:






PERSON SPECIFICATION
Corporate Services Manager, CPG Executive Team - Band?

ESSENTIAL

DESIRABLE

METHOD OF
ASSESSMENT






QUALIFICATIONS

Good level of general education

Degree or appropriate management qualification
or equivalent level of knowledge

Additional in-depth and broad experience of
administrative practices within a healthcare
environment

Management certificate or office management
experience

ECDL held or being actively pursued

Application Form
Certificates

EXPERIENCE

Significant experience of working at a post
graduate diploma level as a senior administrator
in the NHS

Experience of managing staff and maintaining
systems supporting HR management
Experience of working with multi-disciplinary
boards

Experience of administering procurement
systems

Application Form
Interview
References






SKILLS

Advanced level of proficiency in the use of
Microsoft Office packages to manipulate data and
produce reports and documents as required
Ability to take meaningful and accurate minutes
of meetings, utilising excellent listening,
summarising and interpretation skills during
prolonged periods of time.

Advanced keyboard skills of a level to ensure
both speed and accuracy in the execution of
duties

Excellent time management and organisational
skills.

Ability to précis documents, prepare
correspondence, and produce reports based on
the interpretation of information received

Ability to receive and interpret complex or
sensitive information, ensuring appropriate action
is taken whilst recognising the confidential or
urgent nature of the information

Ability to make decisions based on sound
judgement and knowledge.

Ability to communicate in Welsh

Application Form
Interview
References






Ability to make judgements on complex facts or
situations to identify options and determine the
preferred/recommended option
Excellent communication skills

KNOWLEDGE = Understanding of local NHS structures and
frameworks Application Form
Interview
References
* A motivated, innovative and enthusiastic team
player. Application Form
PERSONAL Smart personal appearance Interview
QUALITIES Professional and confident manner References

(Demonstrable)

Friendly, helpful disposition

Self-motivated, flexible and adaptable

Highly organised and methodical

Able to work in a busy environment and at times
under pressure and to deadlines

Highly confidential at all times

A pleasant, professional and helpful manner in
dealing with stakeholders and partners.

OTHER
RELEVANT
REQUIREMENTS
(Please Specify)

Ability to travel between sites in North Wales on a
regular basis, and to other parts of Wales on an
infrequent basis.

Application Form
Interview
Document Check
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DISGRIFIAD SWYDD

MANYLION SWYDD

Teitl y Swydd: Ysgrifennydd i'r Tim Ardal (Gorllewin)
Band: Band 3

Oriau Gwaith: 37.5 yr wythnos

Gwasanaeth: Tim Ardal Gorllewin

Lleoliad: Swyddfeydd Eryldon, Caernarfon

TREFNIADAU SEFYDLIADOL

Yn atebol i: Rheolwr Cefnogi Gwasanaethau

Yn gyfrifol i: Rheolwr Cefnogi Gwasanaethau

PWRPAS Y SWYDD

Darparu lefel uchel o gefnogaeth ysgrifenyddol i'r Cyfarwyddwyr Cynorthwyol Ardal
(AAD) a'r Tim Rheoli Ehangach.

Cyfathrebu a chydweithio gydag unigolion a grwpiau ar draws y Bwrdd lechyd ac
unigolion a grwpiau o sefydliadau allanol sy'n ymdrin & gwybodaeth sensitif neu
gynhennus.

DYLETSWYDDAU A CHYFRIFOLDEBAU

1.

Gweithredu fel y pwynt cyswlit cyntaf i'r Cyfarwyddwyr Cynorthwyol Ardal dros
y ffon, e-bost a gohebiaeth neu i ymwelwyr. Gwneud penderfyniadau i
weithredu neu roi cyngor ar ystod eang o faterion yn ymwneud & gwaith
Cyfarwyddwyr Cynorthwyol Ardal a'u timau, eu datrys neu eu cyfeirio ymlaen
at yr unigolyn mwyaf priodol pan fydd y Cyfarwyddwyr Cynorthwyol Ardal yn
absennol o'r swyddfa.

Trefnu cyfarfodydd gan gynnwys casglu agenda a chymryd cofnodion y
cyfarfod a'u trawsgrifio, gall hyn gynnwys presenoldeb mewn cyfarfodydd
Adnoddau Dynol, megis ymchwiliadau a gwrandawiadau disgyblu ffurfiol ble
mae gofyn cynhyrchu nodiadau ffurfiol o fewn amserlen, a hynny wrth gynnal
cyfrinachedd a doethineb gan gall y cyfarfodydd fod o dan amgylchiadau
anodd.

Rheoli dyddiadur y Cyfarwyddwyr Cynorthwyol Ardal gan gynnwys trefnu ac
ail drefnu apwyntiadau a threfnu lleoliad cyfarfod a threfnu Illuniaeth
/arddangosfa weledol ayb.





10.

11.

12.

CAJE 2018.0353

Rheoli system apwyntiadau 'symud ymlaen'.

Ffeilio a rheoli'r holl adroddiadau a gohebiaeth gan sicrhau bod pob dogfen yn
cael eu cadw/ei dinistrio/cofnodi'n unol & Pholisi PBC a Chanllawiau GDPR.

Darparu cefnogaeth weinyddol ac ysgrifenyddol i Benaethiaid Gwasanaeth
neu Uwch Glinigwyr fel bo angen. Bydd hyn yn cynnwys trefnu dyddiaduron
a'u hail-drefnu.

Gweithio gydag aelodau eraill o'r tim gweinyddol i ddarparu cefnogaeth i uwch
gydweithwyr - gall hyn gynnwys clyw deipio, teipio llythyrau, trefnu
cyfarfodydd, casglu taenlenni a chasglu adroddiadau.

Cyflenwi a gweithredu ar ran Arweinydd Tim Gweinyddol Ardal y Gorllewin yn
eu habsenoldeb.

Delio gyda dogfennau/materion cyfrinachol a sensitif, gan gynnal cyfrinachedd
llwyr a doethineb bob amser. Gall hyn gynnwys gwybodaeth o natur ofidus yn
y cyfathrebu gyda chleifion neu aelodau staff.

Datblygu systemau gweinyddol a'u rheoli megis cronfeydd data i gynorthwyo
gyda rheoli llwyth gwaith a chyfrifoldebau'r Cyfarwyddwyr Cynorthwyol Ardal
neu yn narpariaeth cefnogaeth gwasanaeth.

Diweddaru Cofnod Electronig Staff (ESR) a'i gynnal gyda gwybodaeth staffio
megis salwch a PADR yn 6l cyfarwyddyd y Cyfarwyddwyr Cynorthwyol Ardal
neu Uwch Glinigwyr.

Cyfathrebu'n uniongyrchol gyda gwasanaethau eraill neu asiantaethau allanol

fel bo angen.

13.

14.

15.

16.

17.

Ar gais y Cyfarwyddwyr Cynorthwyol Ardal neu Uwch Glinigydd , disgwylir i
ddeilydd y swydd ffynonellu gwybodaeth am faterion penodol ac ymgymryd ag
ymchwil yn rheolaidd i hwyluso briffiau a/neu baratoi adroddiadau

Cyfrifoldeb dirprwyedig os oes gofyn i chi ddirprwyo ar gyfer cofnodi salwch
staff drwy ddefnyddio'r system CARE/COHORT

Paratoi papurau ac adroddiadau gan ddefnyddio pecyn Microsoft Office a
meddalwedd TG arbenigol eraill yn dilyn hyfforddiant NVQ 3, RSA3 neu
gywerth ynghyd & phrofiad ymarferol.

Cynnal ffeiliau personol staff o fewn y gwasanaeth, yn electronig neu ar bapur
yn unol & gofynion y gwasanaeth yn unol & Pholisiau a Gweithdrefnau PBC ac
mewn cysylltiad &'r Cyfarwyddwyr Cynorthwyol Ardal.

Mae angen i'r ysgrifennydd weithio ar ei liwt ei hun gan ofyn am gyngor neu
gyfeirio pan fo angen.
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18. Bydd angen i'r ysgrifennydd ddechrau gohebiaeth a pharatoi ymateb ar ran yr
HoS neu ymateb yn uniongyrchol fel bo'n briodol.

19. Monitro ac adolygu eitemau sydd angen gweithredu ymhellach, mynd ar ol
gwybodaeth a gweithrediadau i'w cynnwys mewn adroddiadau.

20. Gwneud trefniadau teithio a llety i'r HoS neu uwch gydweithwyr fynychu
cyfarfodydd a chynadleddau.

21. Codi archebion, eu prosesu a'u derbyn gan ddefnyddio'r system archebu
Oracle.

22. Ymgymryd & dyletswyddau eraill fel sy'n ofynnol o dro i dro, ac fel sy'n cyd-
fynd & theitl y swydd.

23.  Gweithio'n unigol gan weithredu'n flaengar i flaenoriaethu llwyth gwaith.

24.  Cynnal cynhyrchu gwaith er gwaethaf ymyrryd rheolaidd

GOFYNION CYFFREDINOL

Gallu

Rydych yn gyfrifol am gyfyngu eich gweithgareddau i'r hyn y teimlwch y gallwch eu
gwneud. Os oes gennych unrhyw amheuon am eich gallu wrth wneud eich
dyletswyddau, dylech siarad &'ch rheolwr llinell / goruchwyliwr ar unwaith.

GORUCHWYLIAETH

Pan fo'r sefydliad proffesiynol priodol yn gofyn am ofyniad o ran goruchwyliaeth,
cyfrifoldeb deilydd y swydd yw sicrhau y cydymffurfir & hyn. Os oes gennych unrhyw
amheuaeth am fodolaeth gofyniad o'r fath, siaradwch A'ch Rheolwr.

Rheoli Risg

Elfen safonol o rdl a chyfrifoldeb holl staff y sefydliad yw eu bod yn cyflawni rol
ragweithiol o ran rheoli risg yn eu holl waith. Mae hyn yn cynnwys asesu risg pob
sefyllfa, cymryd camau perthnasol ac adrodd am bob digwyddiad, pethau y bu ond y
dim iddynt ddigwydd a pheryglon.

Rheoli Cofnodion

Mae gweithwyr BIPBC yn gyfreithiol gyfrifol am yr holl gofnodion maent yn eu casglu,
eu creu neu'n eu defnyddio fel rhan o'u gwaith yn y sefydliad (gan gynnwys iechyd
cleifion, ariannol, personol a gweinyddol) p'un ai eu bod ar bapur neu ar gyfrifiadur.
Ystyrir pob cofnod fel hyn fel cofnodion cyhoeddus, ac mae gennych ddyletswydd
cyfrinachedd cyfreithiol i ddefnyddwyr gwasanaethau (hyd yn oed ar 6l i weithiwr
adael y sefydliad). Dylech ymgynghori &'ch rheolwyr os oes gennych unrhyw
amheuaeth am reolaeth gywir unrhyw gofnodion rydych yn gweithio gyda nhw.
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Gofynion lechyd a Diogelwch

Mae gan weithwyr y sefydliad ddyletswydd gofal statudol dros ddiogelwch eu hunain
ac eraill a all gael eu heffeithio drwy eu gweithredoedd neu esgeulustod. Mae gofyn i
weithwyr gydweithredu & rheolwyr i alluogi'r Sefydliad i fodloni ei ddyletswyddau
cyfreithiol ei hun, ac adrodd ar unrhyw sefyllfaoedd peryglus neu offer diffygiol.

Datganiad Hyblygrwydd

Amlinelliad o'r swydd yn unig ydy’r Disgrifiad Swydd hwn ac felly nid yw'n gatalog
manwl| cywir o ddyletswyddau a chyfrifoldebau'r swydd. Felly, bwriedir i'r Swydd
Ddisgrifiad fod yn hyblyg ac mae’n amodol ar adolygiad a newid o ganlyniad i
unrhyw amgylchiadau newidiol, yn dilyn ymgynghori &’r deilydd swydd.

Cyfrinachedd
Mae'n ofynnol i holl staff y Sefydliad gynnal cyfrinachedd y cyhoedd ac aelodau staff
yn unol & pholisiau'r Sefydliad.

Dyddiad Paratoi:
Paratowyd gan:
Dyddiad Adolygu:
Adolygwyd Gan:

Cytunwyd Gan: Dyddiad:
Enw a Llofnod y Gweithiwr:

Cytunwyd erbyn Dyddiad:

Enw a Llofnod y Rheolwr:
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JOB DESCRIPTION

JOB DETAILS

Job Title: Secretary to Area Team (West)
Grade Band 3

Hours of Work: 37.5 per week

Service: West Area Team

Base: Eryldon Offices, Caernarfon

ORGANISATIONAL ARRANGEMENTS

Accou

ntable to: Service Support Manager

Responsible to: Service Support Manager

JOB PURPOSE

To provide high level secretarial support to the Assistant Area Directors (AAD) and
the wider Management Team.

To communicate and liaise with individuals and groups across the Health Board and
individuals and groups from external organisations dealing with sensitive or
contentious information

DUTIE

S AND RESPONSIBILITIES

1.

Acts as the first point of contact for the AAD’s by telephone, e-mail, and
correspondence or for visitors. Makes judgements to act or provide advice on
a wide range of matters relating to the work of the AAD and their teams,
resolving them or referring them to the most appropriate person during
periods when the AAD is absent from the office.

Schedules and arranges meetings including the compilation of agenda and
the taking and transcribing of meeting minutes, this may include attendance at
HR meetings such as investigations and formal disciplinary hearings, where
there is a requirement to produce formal notes within a deadline, whilst
maintaining strict confidentiality and tact as the meetings may be under
difficult circumstances

Manages the diary of the AAD including the scheduling and rescheduling of
appointments and booking meeting venues and arranging refreshments/visual
displays etc





10.

11.

12.

13.

14.

15.

16.

17.
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Manages a ‘bring forward’ appointment system.

Files and manages all reports and correspondence ensuring that all
documents are retained destroyed/logged accordingly as per BCU Policy and
GDPR Guidelines.

Provides administrative and secretarial support to other Heads of Services or
or Senior Clinicians as required. This will include the scheduling and re-
arranging of diaries.

Works with other members of the administrative team to provide support to
senior colleagues - this may include audio typing, letter typing, arranging
meetings, compilation of spreadsheets and compilation of reports.

Provides delegated cover for and acts on behalf of the Area West
Administration Team Leader in their absence.

Deals with confidential and sensitive documents/issues, maintaining the
strictest confidentiality and discretion at all times. This may include
information of a distressing nature in communication with patients or members
of staff.

Develops and controls administrative systems such as databases to assist
with the management of the AAD’s workload and responsibilities or in
provision of service support.

Updates and maintains the Electronic Staff Record (ESR) with confidential
staffing information such as sickness and PADRs as directed by the AAD or
Senior Clinicians.

Communicates directly with other services or external agencies as required.

At the request of the AAD or Senior Clinician, the post holder is required to
source information on specific issues and regularly undertake research to
facilitate briefings and/or preparation of reports

If requested to do so, have delegated responsibility for logging staff sickness
by using the CARE /COHORT system

Prepares papers and reports using Microsoft Office packages and other
specialised IT software acquired through NVQ3, RSA3 or equivalent practical
experience

Maintain staff personnel files within the service, electronically or paper as per
service requirements according to BCU Policies and Procedures and in liaison
with the AAD

The Secretary is required to work on his/her own initiative, referring or seeking
advice where required.
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18. The Secretary will be required to initiate correspondence and prepares
responses on behalf of the HoS or responds directly as appropriate.

19. Monitors and reviews items pending further action, and chases information
and actions to compile into a report.

20. Arranges travel and accommodation bookings for the HoS or senior
colleagues to attend meetings and conferences.

21. Raises, processes and receives orders as directed, using the Oracle
purchasing system.

22. Undertakes such other duties as may be required from time to time,
commensurate with the title of the post.

23.  Works autonomously acting on own initiative to prioritise workload.

24.  Maintains work output despite frequent interruptions

GENERAL REQUIREMENTS

Competence
You are responsible for limiting your actions to those that you feel competent to

undertake. If you have any doubts about your competence during the course of your
duties you should immediately speak to your line manager / supervisor.

Supervision

Where the appropriate professional organisation details a requirement in relation to
supervision, it is the responsibility of the post holder to ensure compliance with this
requirement. If you are in any doubt about the existence of such a requirement,
speak to your Manager.

Risk Management

It is a standard element of the role and responsibility of all staff of the Organisation
that they fulfil a proactive role towards the management of risk in all of their actions.
This entails the risk assessment of all situations, the taking of appropriate actions
and reporting of all incidents, near misses and hazards.

Records Management

As an employee of the BCUHB Organisation, you are legally responsible for all
records that you gather, create or use as part of your work within the Organisation
(including patient health, financial, personal and administrative), whether paper
based or on computer. All such records are considered public records, and you have
a legal duty of confidence to service users (even after an employee has left the
Organisation). You should consult your manager if you have any doubt as to the
correct management of records with which you work.
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Health and Safety Requirements

All employees of the Organisation have a statutory duty of care for their own
personal

safety and that of others who may be affected by their acts or omissions. Employees
are required to co-operate with management to enable the Organisation to meet its
own legal duties and to report any hazardous situations or defective equipment.

Flexibility Statement

The content of this Job Description represents an outline of the post only and is
therefore not a precise catalogue of duties and responsibilities. The Job Description
is therefore intended to be flexible and is subject to review and amendment in the
light of changing circumstances, following consultation with the post holder.

Confidentiality

All employees of the Organisation are required to maintain the confidentiality of
members of the public and members of staff in accordance with the Organisation
policies.

Date Prepared:
Prepared By:
Date Reviewed:
Reviewed BYy:

Agreed By: Date:
Employee’s Name and Signature:

Agreed By Date:
Manager’s Name and Signature:
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