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	Job Description

	

	Job Title:
	Quality Administrator

	Department:
	Nursing and Quality

	Reports to:
	Deputy Director of Nursing

	Location:
	Wavertree

	Contract Type: 
	Bank

	
	

	Job Summary

	Reporting to the Head of Clinical Quality and Governance, this role provides comprehensive administrative support to the Quality & Governance team. Responsibilities include supporting the management of patient complaints and concerns, maintaining accurate records, preparing reports, coordinating team activities, and handling day-to-day administrative tasks.
The team works across all areas of the organisation, so the post holder will need to be flexible, proactive, and able to adapt to changing priorities. The successful candidate will be able to work independently as well as collaboratively within a team environment.

	

	Key Responsibilities

	Main duties and responsibilities

· Responsible for administrative and clerical support, including running and distributing reports and independently actioning documents. 
· Assist in the implementation and development of quality processes under the guidance and supervision of the Head of Service and the team. 
· Manage and supervise on a day-to-day basis the needs of the clinical governance and quality team. 
· Undertake training specific to the organisation. 
· Have the ability to manage workloads and team expectations; The post holder will be expected to work both as part of the team and independently. 
· Preparing accurate materials including Excel spreadsheets, PowerPoint presentations and reports. 
· Responsible for ensuring that deadlines are met, regarding a variety of internal and external reports, which will include information gathering and collating sensitive information, as and when required. 
· Always maintain confidentiality, particularly in relation to complaints, patients related issues and sensitive email correspondence. 
· To support with the administration of the Datix Electronic Risk Management system (DATIX). Full training will be provided on appointment. 
· To retrieve, analyse and present in report format bot clinical and organisational information for specific areas of responsibility as guided by the Head of Service and the team. 
· To assist with the organisation of governance related training events and support the organisation and management of other training events as required, both internal and external. 
· To provide effective and competent administrative support to the team, e.g. taking of minutes, provision of reports upon request. 
· You will be involved in working collaboratively with other organisations in the interest of supporting patient safety and providing assurance to regulators and commissioners. 
· You will be able to work on your own initiative and unsupervised, being able to prioritise your own workload to meet deadlines. 
· Ensure enquires from patients, relatives and other colleagues are managed accordingly and in a timely manner.
· Manage the CAS Alerts process with support and guidance from the team
· Provide day-to-day management of the Clinical Guardian process with support and guidance from the team. 
· Provide admin support to facilitate the mangment of the Clinical Guardian process 

Corporate responsibilities

· Have a good understanding of, and follow the organisation’s policies and procedures.
· Work as part of the organisation to ensure a positive and productive team environment is developed and maintained at all times. 
· Promote the profile and principles of integrated quality & governance at all times. 

Health, Safety and Security  

· All colleagues have a duty to report any accidents, complaints, defects in equipment, near misses and untoward incidents, following organisational procedure.

Confidentiality

· Working within the organisation, you may gain knowledge of confidential matters which may include personal and medical information about patients and staff.  Such information must be considered strictly confidential and must not be discussed or disclosed.  Failure to observe this confidentiality could lead to disciplinary action being taken against you.





Data Quality

· All colleagues are reminded about the importance of Data Quality and staff should make themselves aware of both departmental and corporate objectives for Data Quality.
· Data Quality forms part of the appraisal and objective setting process for staff responsible for data entry and data production; staff should ensure that they adhere to policies and procedures at all times. Failure to do so may result in disciplinary action being taken.

Infection Prevention and Control

· You must comply with all relevant policies, procedures and training on infection prevention and control. Be complaint and work within the boundaries of the Uniform and Dress Code policy.

Safeguarding Children and Vulnerable Adults

· You must comply with all relevant policies, procedures and training on safeguarding and promoting the welfare of children and vulnerable adults. 

Valuing Diversity and Promoting Equality

· You must comply with all relevant policies, procedures and training on valuing diversity and promoting equality.
Training

· All colleagues have a duty to attend all mandatory training sessions as required. 


	




		Person Specification

	

	Job Title:
	Quality Administrator

	Department:
	Nursing and Quality

	
	

	Education and Training
	Essential
	Desirable

	Educated to Level 1 / GCSE Grade D or above (or equivalent)
	X
	

	

	Knowledge, Skills and Experience
	Essential
	Desirable

	Excellent verbal and written communication skills
	X
	

	Good planning and organisational skills
	X
	

	Intermediate IT skills in Microsoft Office applications (Word, Excel, PowerPoint, Outlook)
	X
	

	Ability to manage a demanding workload and work under pressure to meet targets
	X
	

	Ability to present data in a clear and understandable format.
	X
	

	Proactive and professional manner with a positive ‘can-do’ approach to work.
	X
	

	Willingness to learn and contribute to any activity that helps PC24 to achieve its overall goals.
	X
	

	Ability to work quickly and accurately under pressure.
	X
	

	Experience of working in a busy office environment
	X
	

	Experience in report writing / preparation
	
	X

	Sensitivity to confidential information
	X
	

	Customer service or complaint handling experience
	X
	

	Previous experience in a Primary Care / Urgent healthcare setting.
	
	X

	Knowledge of key NHS terminologies
	
	X

	Ability to prioritise own workload in consultation with line manager
	X
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