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	Job Title 
	Senior Administrator

	Line Manager 
	PCN Business Manager



Job Summary 

To support the Primary Care Network team in providing administrative duties and great communications. 


1. Main Duties / Key Tasks 
	The following are the core responsibilities of the Senior Administrator. There may be, on occasion, a requirement to carry out other tasks. This will be dependent upon factors such as workload and staffing levels:

a. Undertaking a variety of administrative duties including the provision of secretarial and clerical support to our Primary Care Network team including Clinical Director and PCN Business Manager.
b. Demonstrates a positive attitude towards digital transformation, with a willingness to learn and utilise emerging technologies, including Microsoft Copilot and AI agents. Actively seeks opportunities to improve efficiency, automate routine tasks, enhance productivity and support modern ways of working across the organisation
c. Organisation of meetings to include agenda formation, minutes and accurate record keeping. 
d. Administration support of PCN services such as but not limited to Vasectomy service and Travel vaccines.
e. Maintaining communication across the primary care network. 
f. Arranging training courses for the PCN, booking and communicating invitations for appropriate persons.
g. General administration duties and project support for all activities within the PCN. 
h. Monitoring BA email inbox daily, disseminating information across the PCN
i. Assist with HR and recruitment across the Breckland Alliance (advertising, interview set-up, references, inductions, appraisals, etc.)
j. Administration of policy changes and updates.  Maintaining accurate up to date policies.
k. Assisting with shared staff annual leave and other absence
l. Undertake any other additional duties reasonable to the role, as requested by the PCN Manager and/or Clinical Director.




2. [bookmark: _Annex_B_-]Confidentiality 
2.1. In the course of seeking treatment, patients entrust us with, or allow us to gather, sensitive information in relation to their health and other matters. They do so in confidence and have the right to expect that staff will respect their privacy and act appropriately.
2.2. In the performance of the duties outlined in this Job Description, the post-holder may have access to confidential information relating to patients and their carers, practice staff and other healthcare workers. They may also have access to information relating to the practice as a business organisation. All such information from any source is to be regarded as strictly confidential.
2.3. Information relating to patients, carers, colleagues, other healthcare workers or the business of the practice may only be divulged to authorised persons in accordance with the practice policies and procedures relating to confidentiality and the protection of personal and sensitive data.

3. Health and Safety 
3.1. The post-holder will assist in promoting and maintaining their own and others’ health, safety and security as defined in the practice Health & Safety Policy, to include:
3.1.1. Using personal security systems within the workplace according to practice guidelines
3.1.2. Identifying the risks involved in work activities and undertaking such activities in a way that manages those risks
3.1.3. Making effective use of training to update knowledge and skills
3.1.4. Using appropriate infection control procedures, maintaining work areas in a tidy and safe way and free from hazards
3.1.5. Reporting potential risks identified.

4. Equality and Diversity 
4.1. The post-holder will support the equality, diversity and rights of patients, carers and colleagues, to include:
4.1.1. Acting in a way that recognizes the importance of people’s rights, interpreting them in a way that is consistent with practice procedures and policies, and current legislation
4.1.2. Respecting the privacy, dignity, needs and beliefs of patients, carers and colleagues
4.1.3. Behaving in a manner which is welcoming to and of the individual, is non-judgmental and respects their circumstances, feelings priorities and rights.

5. Personal/Professional Development:
5.1. The post-holder will participate in any training programme implemented by the practice as part of this employment, such training to include:
5.1.1. Participation in an annual individual performance review, including taking responsibility for maintaining a record of own personal and/or professional development
5.1.2. Taking responsibility for own development, learning and performance and demonstrating skills and activities to others who are undertaking similar work.
5.1.3. Attend annual mandatory up-dates on Fire Safety, Resuscitation and Safe Lifting.

6. Quality:
6.1. The post-holder will strive to maintain quality within the practice, and will:
6.1.1. Alert other team members to issues of quality and risk
6.1.2. Assess own performance and take accountability for own actions, either directly or under supervision
6.1.3. Contribute to the effectiveness of the team by reflecting on own and team activities and making suggestions on ways to improve and enhance the team’s performance
6.1.4. Work effectively with individuals in other agencies to meet patients needs
6.1.5. Effectively manage own time, workload and resources.

7. Communication:
7.1. The post-holder should recognize the importance of effective communication within the team and will strive to:
7.1.1. Communicate effectively with other team members
7.1.2. Communicate effectively with patients and carers
7.1.3. Recognize people’s needs for alternative methods of communication and respond accordingly.

8. Contribution to the Implementation of Services:
8.1. The post-holder will:
8.1.1. Apply practice policies, standards and guidance
8.1.2. Discuss with other members of the team how the policies, standards and guidelines will affect own work
8.1.3. Participate in audit where appropriate








	Person specification – Senior Administrator

	Qualifications
	Essential
	Desirable

	[bookmark: _Hlk65659914]2 A Levels or equivalent
	
	

	Proficiency in using MS word and excel and MS Teams 
	
	

	Experience
	Essential
	Desirable

	Experience of working in a primary care environment
	
	

	Senior administrative experience 
	
	

	Project Management experience 
	
	

	Skills
	Essential
	Desirable

	[bookmark: _Hlk66431407]Excellent communication skills (written and oral)
	
	

	Effective time management (planning and organising)
	
	

	Ability to work as a team member and autonomously
	
	

	Good interpersonal skills
	
	

	Problem solving and analytical skills
	
	

	Ability to follow policy and procedure
	
	

	Strong organisational skills
	
	

	Strong IT skills
	
	

	Clear, polite telephone manner
	
	

	Personal qualities
	Essential
	Desirable

	Polite and confident
	
	

	Flexible and co-operative
	
	

	High levels of integrity and loyalty
	
	

	Effectively able to communicate
	
	

	Commitment to ongoing professional development
	
	

	Punctual and committed to supporting the team effort
	
	

	Motivated, forward thinker
	
	

	Problem solver with the ability to process information accurately and effectively.
	
	

	Ability to work under pressure/in stressful situations
	
	

	Effectively utilise resources
	
	

	[bookmark: _Hlk66431698]Other requirements
	Essential
	Desirable

	Disclosure Barring Service (DBS) check
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The Breckland Alliance
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Grove Surgery
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Watton Medical Practice




