Saint John of God University Hospital

JOB DESCRIPTION

Saint John of God Hospital clg comprises of Saint John of God University Hospital, Saint Joseph’s Shankill and Mental Health First Aid Ireland.

Saint John of God University Hospital, Stillorgan, Co.  Dublin is an independent acute psychiatric teaching hospital with 180 in-patient beds and one of the leading European providers in mental health treatment and care.  The hospital also has outpatient services available in Dublin.  Saint John of God Hospital employs 364 staff with 12 volunteers.
In addition to a range of outpatient services, which include psychiatry, psychology, WRAP® Wellness Recovery Action Plan), the Hospital currently provides specialist inpatient services in: Addictions, Psychosis, Eating Disorders, Psychiatry of Later Life and Adolescent services.  The Hospital is affiliated with University College Dublin, Trinity College Dublin, Dublin City University, the University of Limerick for undergraduate and postgraduate healthcare professional programmes, The Royal College of Surgeons in Ireland and the College of Psychiatrists of Ireland.  https://www.stjohnofgodhospital.ie/
Saint Joseph’s Shankill, is the largest care home in Ireland solely dedicated to dementia care, and leads the way in dementia care in Ireland through innovation, education, and community engagement.  Saint Joseph’s provides residential care to 60 people and also provides day care and respite services and currently employs 102 staff, with the support of 200 dedicated volunteers.  www.saintjosephsshankill.ie
Mental Health First Aid Ireland is the only licenced provider of mental health first aid training in the Republic of Ireland and has provided training to over 11,500 people.  MHFA has been shown to be effective in improving mental health literacy, reducing stigma and improving help-giving behaviours.  www.mhfaireland.ie
Saint John of God Hospital clg is a company limited by guarantee, not having a share capital.

It is registered with the Companies Registration Office (No.  430743),
the Charities Regulator (No.  20069858) and with Revenue (CHY No 18282).

	The Post:
	Administrative Assistant Grade IV

	Reporting to:
	Administrative Coordinator, or their nominee

	Responsible to:
	Chief Executive, Saint John of God Hospital, or their nominee


Purpose and Summary of Post:

This is a permanent role at Saint John of God Hospital, at Grade IV level, reporting to the Administrative Coordinator.  The post holder is responsible for providing efficient and effective administrative support to the psychology department (and other areas of the administration department, consultant psychiatrists, multidisciplinary teams and any other personnel, as directed).
Principal Duties and Responsibilities:
The following is intended for the guidance of the person assigned to the post but is not an exhaustive list of the duties associated with the post.
· You will be a member of the Administration Department.

· Hours of Duty: You will be required to operate a 35-hour week over 5 days.  Your hours of work will be as agreed with your line manager and in line with service needs.
You will be required to:

· Provide full administrative and secretarial support to the psychology department in an efficient and effective manner.

· You may also be required to provide administrative or secretarial support for any other service within the hospital, as directed by the administrative coordinator (for example, other areas of the administration department, consultant psychiatrists, multidisciplinary teams and any other personnel, as directed).
· Provide cross-cover, as directed, for other administrative colleagues assigned to consultant-led multidisciplinary teams and on the hospital’s main reception desk/switchboard.

· Demonstrate flexibility in performing your duties and, if necessary, to work outside the standard working hours, should the business need arise.
· Ensure the smooth running of out-patient clinics and groups for the psychology department, as directed.  The Electronic Patient Record should be always used for the recording of both patient information and appointments.  Fees should be lodged with the accounts office on the evening of the appointment and not held in your office.
· Act as the first point of contact for the psychology department and deal appropriately, professionally and efficiently with all communications, queries and visitors.

· Respect the confidentiality of your work regarding patients attending the hospital and the processing and handling of patients’ files and documents.
· Display excellent customer care skills and empathy in dealing with all patients/family enquiries.
· Attend meetings as required and ensure that agendas, minutes, supporting documentation and any other relevant communication are prepared and drafted in a timely manner and sent to all appropriate personnel.

· Assisting with the maintenance, filing and archiving of all medical records.
· Conduct and contribute to the hospital’s clinical audit activity, in conjunction with the hospital’s audit facilitator and the administrative coordinator.

· Actively participate in staff development, in-service and external training relevant to the post, as may be organised from time to time.
· Ensure up-to-date knowledge on all relevant matters (clinical and non-clinical) throughout the hospital so that a very good corporate knowledge is maintained.

· Maintain own knowledge of relevant Saint John of God Hospital clg policies, procedures, protocols, guidelines and standard operating procedures to perform the role efficiently and effectively and to ensure work standards are met.
· Ensure consistent adherence to Saint John of God Hospital clg policies, procedures, protocols, guidelines and standard operational procedures.

· Maintain own knowledge of relevant regulations and legislation; for example, the Mental Health Act, the Mental Health Commission’s Judgement Support Framework, the General Data Protection Regulation (GDPR) and the Freedom of Information Act.

· Actively participate in future service developments and projects as assigned and associated with the hospital.
· Be fully familiar with the terms of the Safety, Health and Welfare at Work Act and all relevant policy documents of Saint John of God Hospital clg; that is, Employee Handbook, Safety Statement, Guidelines for Investigation of Allegations of non-Accidental Injury and Abuse, etc.
· Respect and operate within the framework of the tradition, character and ethics which govern the work of the Saint John of God Hospital clg.
· Always maintain absolutely confidentiality in relation to all aspects of the role and your work.
· Ensure that all departmental and hospital records are confidential to the service at Saint John of God Hospital and to maintain confidentiality in respect of matters which come to your knowledge in the course of your official duties.
· Ensure that the mission and values of Saint John of God are always displayed by you and that everyone you come in to contact with during your work is a recipient of the values on all occasions.

· Perform any other such appropriate duties that may be assigned to you from time to time by the administrative coordinator, their nominee or other designated person.
· This job description is not intended to be a comprehensive list of all duties involved and, consequently, the post holder may be required to perform other duties as appropriate to the post which may be assigned to him/her from time to time and contribute to the development of the post while in office.  Similarly, this job description may be subject to review considering experience and/or changing circumstances.
Eligibility Criteria:

Candidates must have at the latest date of application:

Qualifications and / or Experience:

Eligible applicants will be those who on the closing date of the application:
· Possess the requisite knowledge and ability for the proper discharge of the role.

· Have excellent organisational, administrative, secretarial, typing and keyboard skills; including computer literacy and an excellent knowledge of Microsoft Office (Outlook, Word and Excel).
· Have excellent communication and interpersonal skills, including the ability to communicate successfully and sensitively with a wide range of internal and external stakeholders.
· Process strong team working skills and the ability to establish excellent working relationships with a wide range of internal and external stakeholders.

· Have excellent problem-solving skills and the ability to manage multiple responsibilities and tasks in a dynamic and fast paced environment; including the ability to plan and prioritise workload (multitasking, time management skills and working to deadlines).
· The ability to work independently on own initiative, self-motivated and constantly seeking ways to improve.

Professional Knowledge & Experience:
Demonstrate:
· Previous experience in a busy, dynamic work environment requiring flexibility.

· Excellent organisational, administrative, secretarial, typing, keyboard skills required.
· Ability to work in an accurate and methodical manner, with excellent numeracy skills.
· High levels of attention to detail, while meeting the demands of a busy office.
Communication, Interpersonal Skills & Team Working:

Demonstrate:

· Excellent oral and written communication skills, including the ability to present information in a clear and concise manner.
· Excellent interpersonal skills and the ability to communicate successfully and sensitively with internal and external stakeholders.

· Ability to work as part of a team and to establish good working relationships with a wide range of internal and external stakeholders.

· Ability to work independently on own initiative, with the capacity for management responsibility and initiative.
Planning & Managing Resources:

Demonstrate:

· Ability to balance multiple tasks, prioritise workload and work to deadlines.

· Excellent planning and organisational skills, including using computer technology efficiently and effectively.

· Ability to manage deadlines and effectively handle multiple tasks.

· Ability to manage within allocated resources and the capacity to respond to changes in a plan.

Evaluating Information, Problem Solving & Decision Making:

Demonstrate:

· Ability to work on own initiative and take proactive decisions appropriate to the role.

· Flexibility, problem solving and initiative skills, including the ability to adapt to change

· Ability to appropriately analyse and interpret information, develop solutions and contribute to decisions quickly and accurately, as appropriate.

· Ability to recognise when it is appropriate to refer decisions to a higher level of management.
· As the service needs of Saint John of God Hospital clg evolve and develop over time, there may be an impact on this role and, therefore, this job description may be reviewed and updated accordingly to the needs of the organisation.  This job description is a guide to the general range of duties assigned to the post holder.  It is not intended to be exhaustive or definitive and is subject to periodic reviews.
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