Job Title:	Administrator

Grade:	Grade C

Reports to:	Administration and Call Centre Team Leader

Role Responsibilities:	No line management or budget responsibilities
The Role
Our vision is to transform lives, empowering independence through care excellence for all.
The role supports with maintaining up-to-date administrative systems to facilitate effective management of all systems and processes including ICT systems and service information. The role supports with a high volume of phone calls to help vulnerable adults living in the community to achieve their desired outcomes, including maximising their health, wellbeing and independence, enhancing their quality of life and taking a greater part in their local community. ECL’s aim is to be the provider of choice and provide a high quality reablement service. 
Our customers include older people, as well as adults with long term health conditions, complex needs, sensory impairments, learning disabilities or mental health conditions.

The service is operational between 7am – 11pm, 7 days per week including bank holidays


Job purpose

The role supports with maintaining up-to-date administrative systems to facilitate effective management of all systems and processes including information and communication technology and service information. The role supports with a high volume of phone calls to help vulnerable adults living in the community to achieve their desired outcomes, including maximising their health, wellbeing and independence, enhancing their quality of life and taking a greater part in their local community. ECL’s aim is to be the provider of choice and provide a high quality reablement service. 
Normal office operating hours are between 7am and 5pm Monday to Friday covered by office based staff on a rota basis.

Duties and Responsibilities

The specific accountabilities of this flexible role may alter from time to time in order to meet the needs of customers and the service. Key accountabilities will include those listed below;

· Work flexibly and collaboratively with colleagues and teams within West Sussex, this could mean working with Resource Planners, Local Business Managers and other office staff to ensure the safety and smooth running of the service to our customers.

· To deliver a flexible administrative service to a diverse range of internal customers to a high standard. To create documents in specialist information and communication technology software, input data and update electronic filing systems and create reports.

· Giving administrative advice and guidance where appropriate to customers and colleagues. Recording and forwarding information received following phone calls. 
· In the absence of a Resource Planner, to initiate emergency cover of calls in the event of absence to ensure customers receive the visits they require.  

· To interpret complex information and produce high quality documents with minimal guidance. This includes reading referrals and following processes to input personal centered referrals on the system and making changes to a customer’s package of care, as requested, throughout their journey with CRS. 
· Having the confidence to raise any concerns around safeguarding, poor and/or unsafe practice when undertaking your duties, and know you will be supported appropriately to do so. The appropriate level of training will be provided to ensure CRS is CQC compliant and customers safety & wellbeing is prioritised. 
· Maintaining an effective electronic staff rota system on Care Line Live. This includes reconciliations of all front-line work ensuring the correct data and times are generated and validated whilst fixing any overlaps/duplications via data audits. To ensure reconciliations are completed regularly to not affect the quality of reporting and ensure KPI’s are continuously met without any issues or inaccuracies for a smooth data transfer to payroll. 
· Ensuring financial records are maintained to enable up to date and accurate information can be provided on the costs of the Community Reablement Service. This will require regular system updates and the ability to work to strict deadlines. 
· Retrieving statistical information on all aspects of work carried out by the service. This includes manipulating reports to obtain the required data daily. 
· To identify errors on systems with the support of an error report ensuring minimal impact on service delivery and results. 
· Typing letters, reports and memos as required for the team including note taking of team meetings and generic updates. 
· To contribute towards team meetings and constantly looking for process improvement and workflow efficiency to progress this fast paced service as we expand. 
· General clerical duties (photocopying, filing etc), ordering and control of stationery and stock as appropriate
· Maintaining electronic customer and staff files as required by ECL and the Care Quality Commission. This includes checking driving licenses and parking permits and escalating any concerns found to line managers. 
· This job description is only an outline of the tasks, responsibility and outcomes requires of the role. The jobholder will carry out any other duties as may be reasonably required by his/her line manager. 


Person Specification

Key Skills and Competence

· Strong listening and communication skills
· Excellent organisation skills.
· Methodical and thorough
· Can demonstrate an awareness of the needs of vulnerable people and the challenges they commonly face.
· A team player but also able to work on own initiative and within professional boundaries.
· Honest and open and not afraid to admit when you have made a mistake.
· Adherence to the Data Protection Act

Education and qualification
· Good standard or written and verbal English
· Basic understanding of Microsoft applications such as Word, Outlook and Teams

 Values and Behaviours 

· Ability to demonstrate, understand and apply our values (see below) and be able to evidence these attitudes and behaviours as part of the application process.
· Confident and outgoing nature
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Our Values

- Teamwork

Working
together to
achieve our
common
goals.

Being
open and
having the
courage
to do what
is right
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