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JoB description
	Position Title
	Patient Dining Administrator
	Department
	Patient Dining

	Generic Job Title
	Administrator
	Segment
	Health & Care

	Team Band
	
	Location
	Homerton Hospital

	Reports to
	Catering Manager
	Office / Unit name
	Homerton


ORGANISATION StRUCTURE

Head of Talent

Job Purpose 
· The main focus of this role is to provide a full administrative support service to Ops Leads, Service Managers and all the support functions ensuring deadlines are met. 

Accountabilities or “what you have to do”
· To deal with and direct incoming telephone calls in a professional and efficient manner, take and relay messages, ensuring their customer service needs are provided.
· To meet and greet visitors and staff to site and assist with meeting room bookings when required.
· To carry out a variety of general administrative tasks as directed by the Catering Manager to include, printing, laminating, photocopying, binding and scanning of documents.

· Assist with updating of employee files and the maintenance of the HR filing system.

· To provide support with the site H&S administration as directed by the Business Support Co-ordinator.

· The use of various information technology systems, such as Saffron and Traczo to maintain retrieve, input and provide reporting information for Managers.

· Support Catering team with inputting orders for Catering suppliers

· Design and Provide support to other members of the Admin Team to meet deadlines and provide cover as and when required.
· Support with stock taking in order to give accurate reporting information to management

· Contribute to the maintenance of appropriate stock and non-stock items.
· Contribute to the establishment and maintenance of electronic databases.
· Retrieving and storage of information of files.

Key Performance Indicators (KPIs) or “What it will look like when you are doing the job well”
· Providing an administrative support service in various areas across the site.
· Completion of general administrative duties.

· Assist other team members on specific tasks.
· Filing to be kept up to date.

· To carry out duties in compliance with the policies and procedures of the company.
Dimensions
	Financial
	

	Other
	


Skills, Knowledge and Experience
Essential

· Confident IT skills with practical understanding of Microsoft Office, Outlook, Word, Excel and interest in learning new IT skills and systems.
· Demonstrates interest in business administration and commitment to own learning and continuous improvement through training and development.

· Good verbal communication skills, speaks clearly and professionally.

· Good written communication skills, writes clearly with good spelling and grammar.
· Excellent time management.
· Good personal organisation and administration skills with the ability to self-organise to meet competing deadlines.
· Good attention to detail.

· Have a can-do and adaptable approach and strive to anticipate what is needed and take            appropriate action.

· Ability to work with others and support others effectively in a team player – take account of other’s workloads and offers help.
· Discreet and able to maintain confidentiality when working with sensitive information.

Contextual or other information

It is expected that the Administrator will be highly IT literate with good organisational skills.  Must be pleasant, courteous and be able to respect the principles of confidentiality.
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Patient Dining Administrator
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