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JOB DESCRIPTION 
Title:
Data Administrator (Social Prescribing)
Hours:
15 hours per week (preferably over 5 days)
Responsible to:   
Senior Administrator
Salary:

£17,000 pro rata (£6.892 actual)
Background
There is a need to enhance the culture of cooperation and coordination between health, social care, public health, other local services and the voluntary sector.  

As part of this Social Prescribing is a means of enabling primary care services, such as GPs, to refer patients with social, emotional or practical needs to a range of local, non-clinical services, primarily provided by the Voluntary and Community Sector. 

Through money released as part of the NHS Long Term plan we are expanding the project and require additional admin support to enable us to do this.

Important relationships 

· Senior Project Administrator

· Service Manager

· Link workers

· Voluntary and community organisations

· Clinical Commissioning Group (CCG) and GP Surgeries
· WVSC staff  
Main Tasks

· Supporting the Senior Project Administrator in operating administrative processes for the project.
· Intensive use of PSIAMS, our Customer Management System, in order to record interventions and run reports.  Training on PSIAMS will be provided
· Maintaining appropriate filing systems

· Assisting in the co-ordination of meetings and workshops 

· Dealing with telephone enquiries 
· Writing to/emailing customers and partners. 
· Using Excel to input budget data and produce reports.
· As part of the WVSC staff team, you will be expected to play a role across the organisation as appropriate. 

· Undertaking other tasks commensurate with the purpose and grading of the post, from time to time.
COVID 19

During COVID restrictions the post will be primarily home based although at the time of producing this Job Description WVSC offices are open and, where necessary, work can be carried out from there subject to Government guidance.

You will need to adopt a flexible approach to working arrangements while restrictions remain in place.  

PERSON SPECIFICATION
· Qualification to level 2 standard in IT e.g. ECDL 

· At least 12 months experience in the operation of Microsoft Office software - word processing, database, excel and desktop publication packages.

· Good written and verbal communication skills.

· Experience of dealing with telephone enquiries.

· Good organisational skills and experience of maintaining filing systems.

· An understanding of and commitment to equality of opportunity and good working relationships
· Understanding of data protection, and confidentiality.
· Some knowledge or understanding of the health and social care system

· A flexible approach to meet the needs of the service.

· A desire to assist in the development of this growing service that will have a positive impact on regular users of primary care services
· Ability to work on own initiative and as part of a team
· Ability to contribute to the skills and activities of a committed staff team and supportive of the values base of WVSC.

ADDITIONAL INFORMATION
Base

In normal circumstances this post will be based at WVSC offices, 16 Temple Street, Wolverhampton. However during COVID restrictions the post will be primarily home based as outlined above.
Holiday Entitlement

You will be entitled to 29 annual days’ leave and 8 bank holidays (pro rata)
Sick Pay

Entitlement is according to WVSC’s General Terms and Conditions of Employment

Superannuation

Staff will be enrolled into WVSC’s auto-enrolment pension scheme.
Probationary Period

All appointments with WVSC are subject to a probationary period of 6 months.

Non-smoking Policy

WVSC operates a non-smoking policy within the building.

