[image: A picture containing text, clipart

Description automatically generated]
	Job Description

	

	Job Title:
	Rota Administrator

	Department:
	Rota 

	Reports to:
	Gillian De Asha

	Location:
	Wavertree

	Contract Type: 
	 Bank 

	
	

	Job Summary

	A Rota Administrator is responsible for the planning, coordination, and day‑to‑day management of clinical and operational rotas to ensure services are safely and consistently staffed. The role is critical to maintaining service delivery, workforce compliance, and staff wellbeing across all services.


	

	Key Responsibilities

	
Deliver and maintain clinical and operational rotas across all services, ensuring safe and continuous service provision. 
Ensure rotas are accurate, compliant, 
Manage short‑notice rota gaps and cancellations, taking prompt action to maintain cover
Keep rota systems (e.g. Rotamaster) fully updated with all amendments and changes
Liaise with locum and agency providers to ensure all shifts are covered using the most appropriate and cost‑effective options. 
Ensure agency usage is kept to a minimum and remains within approved rates. 
Maintain accurate and up‑to‑date records to support audit and governance requirements. 
Communicate effectively with clinicians and operational staff to ensure clarity of working arrangements and rota changes. 
Establish and maintain strong working relationships to support PC24 



	



	
	Person Specification

	

	Job Title:
	Rota Administrator 

	Department:
	Rota Team

	
	

	Education and Training
	Essential
	Desirable

	Educated to GCSE Level C in literacy and numeracy or equivalent work based experience
	X
	

	
	
	

	
	
	

	
	
	

	

	Knowledge, Skills and Experience
	Essential
	Desirable

	Able to demonstrate excellent communication skills with a wide variety of people
	X
	

	Accuracy and attention to detail
	X
	

	Able to demonstrate excellent customer service skills
	X
	

	Able to use initiative and solve problems
	X
	

	Ability to prioritise workload, and work to deadlines.
	X
	

	Experience of using electronic roster systems such as Rotamaster
	
	X

	Experience of working to policies and procedures
	X
	

	Experience of co-working and liaison with clinicians
	
	X

	

	Other Relevant Criteria
	Essential
	Desirable

	Strong interpersonal & communications skills
	X
	

	Ability to work autonomously and initiate/self-direct own workload
	X
	

	Ability to evaluate risk and recommendations for resolutions.
	X
	

	Demonstrates honesty, integrity and promotes organisational values
	X
	

	An ability to maintain confidentiality and trust
	X
	

	Demonstrates adaptable, flexibility, enthusiasm and commitment.
	X
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