	SEVENOAKS DISTRICT COUNCIL


	
	JOB DESCRIPTION
	

	
	

	
	

	TITLE OF POST
	Health & Communities Admin Assistant

	
	

	POST NO.
	CS.

	
	

	BAND
	B1

	
	

	RESPONSIBLE TO
	Health Team Leader

	
	


Full Time.  Initial contract for 12 months.
Purpose of Post:

To carry out a range of administrative activities to support the work of the Health & Communities Team.  Working as part of the Team, excellent organisation and communication skills are required, as well as the ability to use your own initiative to provide a vital supportive role to colleagues and team members. 
To work with colleagues who are delivering community and health initiatives which will include local monitoring and reports for the team and making sure there is a balanced budget through the external funding.  To provide administrative support to organise internal processes to ensure the service operates efficiently.  

Key Activities

· To monitor and triage referrals from the NHS shared inbox and process it on the database. 
· To screen referrals for missing information such as DOB, consent as well as area eligibility via postcode and action as appropriate, either through communicating with referrers for the additional information or upload onto the client management system ReferAll and assign to relevant advisors (based on area of coverage). 

· To deal with customer enquiries by phone and email including updating customer databases, arranging call backs, monitoring email inboxes, taking messages and arranging appointments.  This includes booking clients onto preferred weight management programs set for each quarter.

· To assist with correspondences of materials to clients on weight management programs.

· Develop time relevant monitoring and evaluation, promote and publicise activities and support providers delivering  health based community activities

· To contact via email or phone clients who missed sessions and gather their biometric data as well as emails from clients requesting additional resources.

· To maintain and update the Team’s databases and spreadsheet documents as required.  To help arrange team and partnership meetings, checking diaries and availability.
· To work on ReferAll to provide statistical data on One You Services for Portfolio Holder Briefings, Management and Committee Reports.

· To assist with weight management group delivery, including attending daytime and evening programs face to face or online to provide administrative support on tasks such as recording attendance, recording weight, updating client records and follow up with admin tasks arising from group sessions.
· To lead on the health walks scheme, such as working with the walk leads, arranging training, recording and updating registers, updating walker details and maintain register and to manage any budgets with this project.
· To receive and process financial information, including orders and invoices, using the Council’s financial systems and the Health & Communities financial recording systems.

· To support other public health projects with admin duties as and when they arise.

· To carry out other duties as may be reasonably required by the One You Health Sevenoaks Team and the wider Health & Communities Team. To include community and corporate events.
· To assist the Health & Communities team with quarterly monitoring of information and monthly reports.

· To maintain the Team’s filing including electronic filing systems, to contribute to reducing the amount of paper based systems, archiving and overseeing information retrieval systems.

· To assist with the administration of grants to voluntary groups and maintain appropriate records.

· To assist with general tasks such as photocopying, scanning, taking minutes as required, stationery requirements, mailings and general liaison with other teams or external partners.

· To participate in any relevant training for the duties of this post and to achieve the key objectives of your role and core values of the Council.

· To comply with standard employee Health & Safety at Work responsibilities.

· To comply with the Council’s Equal Opportunities Policy and Safeguarding Policy.

· To comply with the Council’s Customer Standards.

· To participate fully in the Councils staff appraisal scheme.

· To carry out other duties as may be reasonably required by the Health & Communities Team, this may include evenings and weekends.
Location:  Council Offices, Argyle Road.

SEVENOAKS DISTRICT  COUNCIL
	
	PERSON SPECIFICATION
	

	
	

	
	

	TITLE OF POST
	Health & Communities Admin Assistant

	
	

	POST NO.
	CS.


	
	Essential


	Desirable

	Knowledge


	· Excellent understanding of administrative systems and database record keeping

· Attention to detail.

	 Database and client management systems


	Approach
	· Positive and enthusiastic

· Flexible attitude to working.
· Methodical approach to work

· Ability to work as part of a team.
· Ability to work reliably to deadlines.

	Customer focussed

	Skills/Experience
	· Excellent verbal and written communication skills

· Good IT including Microsoft packages and keyboard skills.
· Good organisational skills


	· Good listening skills


	Other
	· Willingness to undertake any relevant training.
· Must have access to a car and a full driving licence
· DBS check will be done by Council if appointed


	


