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Job Description & Person Specification

	Position:
	Occupational Health Administrator

	Division:
	Corporate Services

	Location:
	Derby
	Reporting to:
	Head of Occupational Health 



Purpose of the Role

The post holder will be responsible for occupational health administration support along with day-to-day advice in line with Occupational Health and Wellbeing policies and procedures.

The post holder will participate in promoting and advancing occupational health and wellbeing within DHU Health Care CIC.

Key Areas of Responsibility & Accountability     

· To provide administrative support to the occupational health team and as required confidential support to the Head of Occupational Health.
· Respond in a timely manner to the referring managers and employees to ensure appropriate triage of cases is understood and waiting times are empathetically explained. 
· Prepare correspondence, reports and maintain and develop filing and other reference systems ensuring confidentiality is always maintained.
· Maintain accurate policies, procedures, and case management records log, including monthly clinician compliance checks.
· Assist with the planning of departmental activities on an ongoing basis, ensuring all annual role medicals and health screens are completed. 
· Support and coordinate the health promotions clinics.
· Prepare and provide information to the Health and Wellbeing Lead, as required.

Communications and Working Relationships

· Employees and management across all sites
· Directors/Senior Managers
· External suppliers 
· Job applicants/potential employees

The job description may be subject to review over time in discussion with the post-holder.

It is expected that this post holder(s) will work flexibly according to the needs of the service.

This job description is not exhaustive, and it is expected that the post holder will be flexible in their approach, and undertake any reasonable duties as requested by the Occupational Health Team.

As you will expect the organisation may change from time to time and you will be expected to meet the operational requirements.

Person Specification 

	Qualifications 
Academic/professional
	· A good general standard of education, including English GCSE (or equivalent).
· A relevant professional health qualification or working towards/wanting to work towards.
· IT proficiency in Word, Excel, and Outlook.

	Experience
	· Administration experience of 5 years preferably in a health care sector.
· Experience within Occupational Health setting, (Essential)
· Experience of file management and maintenance.

	Skills and Knowledge
	· Awareness or involvement with the SEQOHS Accreditation and preparation programme would be helpful.
· Excellent interpersonal, communication and organisational skills. 
· Ability to meet deadlines.
· Ability to work on own initiative. 

	Job Circumstances
	· Occasional Travel to other sites may be required, including Leicester, Chesterfield, and Oldbury.

	Personal Qualities  
	· Confidentiality, discretion and tact
· Positive and proactive 
· Empathetic 
· Team player



Behavioral Skills 

· Compassionate – showing kindness, consideration and understanding in everything we do.
· Accomplished – responsive, adaptable, professional NHS partner, providing the best advice, care and treatment for every individual.
· Respectful – recognise the value that individual and team differences bring.
· Encouraging – inspire confidence in others, fostering career-long learning and development.

Diversity

DHU believe our workforce should be as diverse as the range of services we offer, and the communities we serve. We are committed to valuing and encouraging diversity throughout our workforce, regardless of age, disability, gender reassignment, marriage or civil partnership, pregnancy and maternity, race, religion or belief, sex or sexual orientation.  As part of our mission, we are dedicated to eliminating discrimination
Safeguarding

DHU Health Care CIC is committed to safeguarding and promoting the welfare of Adults, Children and Young People and expects all staff and volunteers to share this commitment. 

Infection Prevention & Control 

“Infection Prevention & Control is pivotal in ensuring a safe & clean environment for both patients and staff. IP&C is everyone’s responsibility and strict adherence to the IP&C policy is expected of ALL employees of the organisation”.

Acknowledgment 

I acknowledge receipt and confirm my understanding and acceptance of the responsibilities specified in my Job Description.

Please Note: If you are unclear of any requirement in this document obtain clarification from your line manager. 

	Signature of Post Holder:

	
	Date:
	

	Name:
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