July 2019

THE QUARTER JACK SURGERY
JOB DESCRIPTION

JOB TITLE:
IT Administrator / Tech & Maintenance Support
REPORTS TO:
Deputy Practice Manager / IT Support Supervisor 
HOURS:
Full time, permanent:  30 - 37 HOURS (negotiable) 
Job summary:

This varied role will involve a wide range of IT and administrative duties to assist the practice team, including IT system work, general business administration and hardware support. 

Job responsibilities:

· IT hardware support – solve hardware IT issues eg computer/printers with help from external support companies

· Assist Deputy Practice Manager / IT Support Supervisor  –  collate patient questionnaires, health and safety issues ie routine safety checks and maintenance eg legionella testing, checking emergency lights, basic maintenance duties, contacting external maintenance companies as directed; some heavy lifting may be involved
· IT system work – learning and interrogating the medical system (SystmOne); compiling and running various IT reports 

· Assist Reception Manager 0830-1000 each morning –  assigning electronic test results, out of hours reports  and hospital letters to appropriate medical staff; ad hoc filing and reception duties as needed 
· Assist Practice Manager – inputting data onto websites, updating policies, filing, general admin
Confidentiality
· In the course of seeking treatment, patients entrust us with, or allow us to gather, sensitive information in relation to their health and other matters.   They do so in confidence and have the right to expect that staff will respect their privacy and act appropriately

· In the performance of the duties outlined in this job description, the post-holder may have access to confidential information relating to patients and their carers, practice staff and other healthcare workers.  They may also have access to information relating to the practice as a business organisation.  All such information from any source is to be regarded as confidential

· Information relating to patients, carers, colleagues, healthcare workers or the business of the practice may only be divulged to authorised persons, in accordance with practice policies and procedures relating to confidentiality and the protection of personal and sensitive data

Health & safety
The post-holder will assist in promoting and maintaining their own and others’ health, safety and security as defined in the Practice Health & Safety Policy, to include:

· Using personal security systems within the workplace according to Practice guidelines

· Identifying the risks involved in work activities and undertaking such activities in a way that manages those risks

· Making effective use of training to update knowledge and skills

· Using appropriate infection control procedures, maintaining work areas in a tidy and safe way and free from hazards

· Reporting potential risks identified

Equality and diversity
The post-holder will support the equality, diversity and rights of patients, carers and colleagues by:

· Acting in a way that recognizes the importance of people’s rights, interpreting them in a way that is consistent with practice procedures and policies, and current legislation

· Respecting the privacy, dignity, needs and beliefs of patients, carers and colleagues

· Behaving in a manner which is welcoming to and of the individual, is non-judgmental and respects their circumstances, feelings priorities and rights.

Personal/Professional development:
The post-holder will participate in any training programme implemented by the practice as part of this employment, such training to include:

· Participation in an annual individual performance review, including taking responsibility for maintaining a record of own personal and/or professional development

· Taking responsibility for own development, learning and performance and demonstrating skills and activities to others who are undertaking similar work

Quality:
The post-holder will strive to maintain quality within the practice, and will:

· Alert other team members to issues of quality and risk

· Assess own performance and take accountability for own actions, either directly or under supervision

· Contribute to the effectiveness of the team by reflecting on own and team activities and making suggestions on ways to improve and enhance the team’s performance

· Work effectively with individuals in other agencies to meet patients needs

· Effectively manage own time, workload and resources

Communication:

The post-holder should recognise the importance of effective communication within the team and will strive to:

· Communicate effectively with other team members
· Communicate effectively with patients and carers
· Recognise people’s needs for alternative methods of communication and respond accordingly
Contribution to the implementation of services:
The post-holder will:

· Apply practice policies, standards and guidance

· Discuss with other members of the team how the policies, standards and guidelines will affect own work

· Participate in audit where appropriate
This job description represents the range of duties required of the post holder at the time of issue.  It is not an inflexible specification and may be reviewed according to need.

TERMS & CONDITIONS OF SERVICE

As laid down, and amended from time to time, by The Quarter Jack Surgery.

PERSON SPECIFICATION

	Job title – IT Administrator / Tech & Maintenance Support

	
	Essential
	Desirable

	Academic/

Vocational Qualifications
	· 5 GCSEs A-C or equivalent (including English and Maths)
	· Typing/IT qualifications 

· A recognised qualification in office, administration or business-related foundation degree, HND or degree



	Experience
	· Extensive IT experience including Microsoft Office; running reports
· IT hardware maintenance (eg troubleshooting and fixing computer/printers)

· Office skills (eg filing, reports, general admin)

	· Practical / basic building maintenance (eg checking and fixing lighting)

· Office experience


	Knowledge/
Skills
	· Excellent IT, keyboard and computer skills

· Good communication skills

· Good practical skills 

· Good attention to detail

	

	Qualities/
Attributes
	· Ability to remain calm, positive and motivated 

· Good team player
· Able to work on own initiative 

· Proactive and creative approach to problem-solving
	

	Other 
	· Occasional heavy lifting / use of step-ladder, sorting cabling under desks etc
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