 

SBU University Health Board 
Board Secretary’s Department  

JOB DESCRIPTION

Title				Corporate Administration Manager 

Grade:			A4C Band 6

Location:			Headquarters

Reports to:			Head of Corporate Governance/FOIA Lead 

Accountable to: 		Board Secretary/Director of Corporate Governance


Job Summary
The postholder will provide a highly effective and supportive role to the Head of Corporate Governance and Director of Corporate Governance delivering a range of corporate responsibilities.   These will include management of the Health Board’s systems for dealing with Freedom of Information requests (and its associated Publication Scheme) responses to general requests for non-personal information, the organisation’s library (and archive) of policies and procedures, the administrative support staff, reception, mail service, meeting facilities, and general office responsibilities.   They will also take the lead on issues around Fire, Health and Safety and the general running of the HQ facility.  They will work closely with executive/directorate/locality teams colleagues in the delivery of their functions.  They will link with colleagues both internally and externally to fulfill the department’s responsibilities. 

		Specific Areas of Responsibility  

· Consult upon and seek approval for the implementation of a Health 			Board FOIA Policy and Procedure and Publication Scheme.

· Manage the Health Board’s FOIA administration processes enabling the discharge legal responsibilities in a timely manner having due regard to the need to be open in relation to the Health Board’s services and use of public money.  The postholder will analyse a range of potentially sensitive and complex facts/situations and interpret legislation around the FOI Act (as well as the relevant aspects of the Data Protection Act where appropriate) to make an appropriate judgement as regarding how the matter should be addressed.  The postholder will also co-ordinate responses for non personal information  made by patients or members of the public having due regard to its content and the audience concerned. 
 
· Prepare plans around the delivery of electronic links to a library of up to date organisational information held in the form of a Publication Scheme (arising out of the Freedom of Information Act).  This will be published through the organisation’s Internet site.

· Contribute to the team involved in the design, coordination and delivery of awareness live training events/ E learning blocks for the organisation in relation to FOI Act to raise staff awareness. 

·   The postholder will oversee the acknowledgement and redirection of general  enquiries coming into the Health Board made by patients or members of the public, having due regard to its content and the audience concerned.

·    Implement delegated authority over the departmental budget up to the ceiling         
allocated to the postholder in terms of processing of payments.	Ensure that the department meets its obligations under the Public Sector Payment Policy and ensure compliance with Standing Orders for the procurement of goods and services and define quotation/tender specifications for new and existing services required by Corporate Services.  Provide practical suggestions to address the department’s annual Cost Improvement Programme target.

· Contribute to strategic/operational management groups of which the postholder is a member both from an individual perspective and representing the organisation as a whole where appropriate.  Liaise with internal colleagues and those working in hosted agencies, general (non clinical) advice in relation to the policy matters in which the postholder has specific knowledge and expertise. 

· Consult upon and seek approval for the implementation of a Policy on Policies.  This will set out criteria around formulation, content, approval and distribution of organisation wide policies and procedures. 

· Maintain an electronic library of current Health Board wide policies, procedures, strategies and frameworks (and an archive of previous versions) an electronic notification system to communicate the approval of new and re-approval of existing documents. The postholder will also act as the designated officer who reviews draft Health Board wide policies and procedures etc prior to submission for final formal approval to ensure they comply with criteria set out in terms of content requirements.  

· Oversee the prioritisation of tasks allocated to the FOIA Officer in delivering the postholder’s various day to day tasks.  

· Manage clear, systematic and well informed processes and internal procedures for the performance management of all aspects of the postholder’s remit (FOI, policies library, access to the building/ reception services, receipt and delivery point, mail services, stationery ordering, disposal/recycling of waste, health & safety etc) based on best practice and agreed priorities.  Maintain links with colleagues in other organisations to facilitate external benchmarking on appropriate issues. 

· Implement processes to deliver the vision for an efficient paperless office and appropriate archiving of hard copy documents and in so doing assume responsibility for the department’s records management systems.

· Assist the Head of Corporate Governance/FOIA Lead to recruit, select and develop an innovative, cohesive, effective corporate team ensuring that the Health Board policies and procedures are applied. 

· Line manage the FOIA Officer ensuring appropriate cover arrangements are in place during periods of absence.  Meet support staff needs in terms of coaching, mentoring, counselling and overall skills development as well as undertaking annual PADRs.

· Responsible for the maintenance of an asset register on behalf of the 			department.

· Manage processes around HQ facilities, including the booking of meeting rooms (and provision of refreshments) petty cash, mail services, reception, stationary and goods stocks and maintenance/ health and safety issues. 

· Act as Fire Officer for Corporate Department and the Executive Corridor overseeing any training needs are met and that training in respect of courses such as First Aid are sourced. 

· Responsible for publishing appropriate corporate information via the Health Board’s Intranet and Internet Pages.
 
· Responsible for the information the postholder works with and its appropriate placement within departmental electronic filing systems ensuring that information is readily available and easily sourced by those with appropriate access rights.  

· Deputise on occasions and where necessary for the Head of Corporate Governance/FOIA Lead. 

· Specific projects/tasks and reports compilation will be carried out as directed by the Head of Corporate Governance/ Board Secretary.

General Areas of Responsibility  

· Performance Reviews/Performance Obligation: The post holder will be expected to participate in the Health Board’s Performance Development Review process to ensure continued professional development.

· Job Limitations:	At no time should the post holder work outside their defined level of competence.  If the post holder has concerns regarding this, they should immediately discuss them with their Manager/Supervisor/Consultant.  All staff have a responsibility to inform those supervising their duties if they are not competent to perform a duty.

· Confidentiality:	In line with the Data Protection Act 1998, the post holder will be expected to maintain confidentiality in relation to personal and patient information, as outlined in the contract of employment.  The post holder may access information only on a need to know basis in the direct discharge of duties and divulge information only in the proper course of duties.
· Risk Management:  The Health Board is committed to protecting its staff, patients, assets and reputation through an effective risk management process.  The post holder will be required to comply with the Health Board’s Risk Management Policy, Health and Safety Policy and other associated policies and to actively participate in this process, having responsibility for managing risks and reporting exceptions.

· Records Management: The post holder has a legal responsibility to treat all records created, maintained, used or handled as part of their work within the Health Board in confidence (even after an employee has left the Health Board).  This includes all records relating to patient health, financial, personal and administrative, whether paper based or on computer.  All staff have a responsibility to consult their manager if they have any doubts about the correct management of records with which they work.

· Health & Safety:	The post holder is required to co-operate with the Health Board to ensure health and safety duties and requirements are complied with.  It is the post holder’s personal responsibility to conform to procedures, rules and codes of practice; and to use properly and conscientiously all safety equipment, devices, protective clothing and equipment that is fitted or made available, and to attend training courses as required. All staff have a responsibility to access Occupational Health and other support in times of need and advice.

· Job Description: This job description is not inflexible but is an outline and account of the main duties.  Any changes will be discussed fully with the post holder in advance.  The job description will be reviewed periodically to take into account changes and developments in service requirements.  

· Code of Conduct for Managers: All Managerial Staff will be expected to comply.

































PERSON SPECIFICATION:   Corporate Administration Manager

	FACTOR
	ESSENTIAL
	DESIRABLE
	ASSESSED BY

	
Education, Qualifications & Training
	
· Degree or equivalent 

	
· ECDL 
· Health Care Management qualification 


	
Application Form
Interview
Certificates

	      
     Experience
	
· Minimum 2 years NHS experience
	
· NHS Corporate Management experience 
	
Application Form
Interview
Reference

	 
Knowledge,    
Personal Skills & Abilities




	
· Staff Management Skills
· Organisational Skills
· Communication Skills  - Oral /Written  
· Leadership Abilities 
· Commitment to continuous quality improvement
· Ability to use full Microsoft Office Suite
· Ability to work unsupervised, making appropriate judgements/ decisions 
· Ability to interpret complex/sensitive information in the context of frequent interruptions and present findings in a manner to suit the respective audience
· Capacity to deliver educational presentations to multidisciplinary groups across the  organisation  
· Ability to meet deadlines/ targets
· Capable of concentrating for prolonged periods. 

	
· Project Management Experience

· Ability to speak Welsh

· Minute Taking Skills



	
Application Form, Interview and References






	
Personality Requirements 







	
· Ability to cope with stressful situations
· High degree of integrity and professionalism
· Approachable, Flexible, Team player
· Positive enthusiastic disposition
· Creative approach to challenging situations
· Commitment to self development
· Willingness to study

	






	
Interview
References
Application Form





	
Physical Requirements 










Factor 
	
· Regard for own safety and that of others with regard to moving and handling regulations, fire safety etc.









Essential 
	












Desirable 

	Application Form
Interview
Occupational Health Quest’aire









Assessed By


	
Emotional Requirements
	
· Ability to deal with  sensitive/complex, emotionally charged issues
	
	
Interview
Application Form
References

	
Circumstances
	
· Ability to Drive 
	
	
Application Form
Interview

	
Special Requirements
	
· Knowledge of the FOI Act  

	
· Knowledge of the Data Protection Act 
	
Application Form
Interview
Reference









