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Job description

Post title: Mental Health Senior Administrator
Service area: Mental Health/Adult Social Care 
Grade: PO1 – PO2
Reports to: AD Integrated MH/ILDP  
Your team:  Mental Health
Number of supervisees: 6x Administrators  
Our ambition
We're determined to make Islington fairer. To create a place where everyone, whatever their background, has the opportunity to reach their potential and enjoy a good quality of life.
We also have an ambitious goal – to be the best council in the country – with every employee clear about the part they play and inspired, focused and supported to give their very best. 
We want to build an organisation where employees feel valued, inspired and empowered to help us achieve our goals and provide the best services possible to our residents.
Our values and behaviours
‘Be Islington’ is about setting a clear challenge about what it means to be an Islington employee and sets the standard for every new recruit.
We ask our employees to ‘Be Islington’ – playing their part in working together for a fairer borough and to always be collaborative, be ambitious, be resourceful, and be empowering (‘CARE’). Be Islington’ is about setting a clear challenge about what it means to be an Islington employee and sets the standard for every new recruit.
In this crucial team, the following specific behaviours will enable our staff to deliver the strength-based approach we’re committed to for our residents. 
· Being solution and resolution focussed
· Being flexible
· Seeing the Big Picture
· Changing and Improving
· Making Effective Decisions
· Communicating and Influencing
· Working Together
· Developing Self and Others
· Managing a Quality Service
· Delivering at pace
· Listening to and working with local people 
We have highlighted in the person specification key behaviours that underpin each criteria.


Our commitment to challenging inequality. 
We are committed to tackling inequality, racism and injustice and creating a fairer borough for all. In order to do this, we need to set the example by being a fair employer and creating a workplace environment, which is free from discrimination, racism and inequality. Our approach needs to be proactive, consistently learning to create a fairer workplace and foster a culture, which empowers all staff to challenge inequality. 
Fairness is at the heart of what we do. We want to celebrate and embrace our differences by:
· Ensuring all levels of our workforce is representative of the people we work on behalf of, our residents.
· Creating equitable working environments and diverse teams
· Understanding our residents in order to design and deliver services that help tackle inequality and improve life chances for our residents. 
· Getting to know people and their differences.
· Interpreting issues and concerns from a cultural perspective and address situations or problems from the points-of-view of multiple cultures
· Supporting people with long-term health conditions and/or disabilities 
· Recognising the value of flexible working to support staff where possible.
The ASC Vision 

All of our work in Islington Adult Social Care helps create an energetic, passionate community where people and families feel safe, valued, have a sense of belonging, are connected to their community and feel supported to live the lives they choose. Social justice, fairness and equality drive us. 

Our vision for the future is clear. We want to continue this work and build on it, to level the playing field, enhance resilience and empower people to thrive. We believe Islington could and should be recognised throughout the UK for the ability to listen, understand, lead and act on what is important to our residents, staff and partners as we spot opportunities, appreciate and empower each other. 

We need to maximise independence, manage demand and balance the budget. We are closely aligned with Fairer Together and the Challenging Inequalities, Racism and Injustice Programme, working collaboratively with residents who use services, staff and partners to make Islington a fairer place to live and work.
Our Co-Produced Principles

We have worked with our staff, service users and carers to develop a set of principles that will help us plan our work to improve our services and support Islington residents to lead healthy, independent lives. 

We know that the principles will mean different things to different people, and we will review them over time. However, they give us a clear understanding of some of the ways of working that we need to focus on to help us make changes and improvements that the people who use our services and their carers think are most important. This is really important in helping us make the best use of the resources we have.

We will:

1.	Listen to you and involve you in what we do and how we do it
2.	Work with you to strengthen your sense of safety, wellbeing and belonging
3.	Be clear about the choices you have and the support available to you
4.	Offer the right support at the right time, based on your strengths and what’s most important to you
5.	Improve the quality and consistency of services and celebrate success
6.	Help our residents to connect with voluntary and community groups and to continue supporting and learning from each other

Primary Job Function 

The post holder will support the Senior Administrator and the administrative function within the Mental Health Service to provide an effective and efficient administrative service. This role will work across both Islington Council and the NHS Foundation Trust and will need to use systems under both organisations and adhere to all relevant policies and procedures. The postholder will be expected to identify threats to the service offered to service users and to contribute to improving systems and processes. The post holder will be expected to provide a full range of high-quality administrative support to the service including but not limited to:

 
· To be a point of contact for users/providers/carers and other departments obtaining information, taking messages/phone calls and dealing with any situation which may arise in a friendly, polite and efficient manner.
· To cover the reception desk as required and provide on-site front of house duties when required. 
· To work with the service to assist operational services in meeting targets, standards and information requirements regarding their activity and service outcomes, and to ensure that the department operates within established resources. 
· To assist in establishing and maintaining high quality administrative systems to ensure quality standards are maintained across the Service. 
· To implement relevant high quality office systems and exploit the use of IT, in conjunction with the Senior Administrator/Team Manager.
· To support in the development of systems and processes to support data collection; provide data analysis and present data/produce reports and to improve systems and processes across the Service.
· To cover for other mental health administrator roles and to share, delegate, allocate duties between all posts.
· To provide, in conjunction with other administration staff, cross cover for other administrators during periods of heavy work pressure or absence. 
· To be involved with the induction/training of new staff as required.  
· To arrange and attend service meetings as necessary including the taking of detailed minutes e.g. of safeguarding meetings that can stand up to legal scrutiny, staff grievance meetings etc. 
· To maintain properly documented case files, records and client information across a range of systems including LAS, RIO and EMIS, and prepare standard reports as required. 
· To accurately type correspondence and complex reports, summaries and other documents, both clinical and general, using audio and copy typing.
· To coordinate and arrange meetings as required.
· To oversee diary management of ILDP and MH Assistant Director.  
· To ensure that policies relating to the administration service are implemented and amended as required for the needs of the service across both organisations.
· To arrange and attend service meetings as necessary including the taking of minutes.
· To create, develop and produce routine reports and contribute to the development and use of management information to improve service, financial planning, and to feedback activity and financial management information to senior management.
· To led on financial systems such as Basware, Cedar etc.  
· To accurately maintain all relevant service user data systems in a timely manner in accordance with Trust and local standards.
· To be involved in stock control ordering stationery etc and managing petty cash if required and processing of invoices. 
· To ensure adequate stocks of stationery, supplies and forms are maintained and used cost effectively within the department.
· To order laptops/IT for current staff and new starters and liaise with IT department for any IT issues for the service. 
· To undertake other duties commensurate to the grade of the post as designated by the AD for MH.  

As well as delivering all aspects of the core role outlined above, the post holder will also be expected to:

· To provide effective leadership and line management and supervision of admin staff including staff appraisal, objective setting and performance and lead on the induction and training of new staff. 
· To ensure the smooth running of the service allocating work to staff as appropriate to grade, skills and experience. To monitor work completed in order to ensure that quality standards are maintained.
· To lead on establishing and maintaining high quality administrative systems to ensure quality standards are maintained across the Service. 
· To lead on the development of systems and processes across both Islington and NHS Foundation Trust and to support data collection; provide data analysis and present data/produce reports and to improve systems and processes across the Service.
· To provide diary support to other Senior Management colleagues as required.
· To create, develop and produce routine reports and contribute to the development and use of management information to improve service, financial planning, and to feedback activity and financial management information to senior management.
· To be involved in stock control ordering stationery, processing invoices etc and managing and reconciling expenditure and ensuring an audit trail for accounting purposes.
· Ability to manage difficult conversations and to deal with conflict and de-escalate conversations as necessary.

Resources and Financial Management

1. Ensure at all times, that use of resources is linked to clear impact and measurable outcomes for service users, and that the need for support is kept under continual review and changed appropriately.
2. Comply with all resource and finance governance processes, cost controls and income maximisation in an ever-changing environment, fluctuating demands and priorities. 
Compliance

3. Ensure legal, regulatory and policy compliance under GDPR, Health and Safety and in area of your specialism identifying opportunities and risks and escalating where appropriate.
4. To take lead on the teams input to Departmental quality assurance programmes and undertake audits when directed, sharing results and implementing action plans to improve the service. 
5. To have an understanding of all relevant legislation and applying it in when needed in day-to-day work. 
6. To carry out duties and responsibilities in accordance with the Council’s Health and Safety Policy and relevant Health and Safety legislation.
7. At all times to carry out responsibilities/duties within the framework of the Council's Dignity for all Policy. (Equal Opportunities Policy).

Service Delivery

8. Maintain a comprehensive knowledge of and proactively build links with all resources available to support people in a strengths-based way, such as community organisations, assistive technology, equipment, provider services, information and advice. 
9. Work in a multi-disciplinary team alongside adult social care, colleagues in other council departments and external stakeholders.
10. To participate in Team and Departmental quality assurance programmes and contribute to audits when directed, sharing results and comply with action plans to improve the service.  
11. To support the department with gathering information as part of responses to Members Enquiries, Freedom of Information Requests, complaints, legal enquiries and processes.
12. To take responsibility for promoting and safeguarding the welfare of those you are working with, identifying and undertaking safeguarding concerns, enquiries and develop safeguarding plans and reviews within appropriate timescales, using a Making Safeguarding Personal Approach.
13. To be committed to the Council’s CARE values and ASC principles to demonstrate this commitment in the way duties are carried out.

Team and Supervision

14. Attendance at meetings, case reviews, conferences, and training when directed, bring written or verbal reports and updates in line with good practice and policy. 
15. To achieve agreed service outcomes and outputs, and personal development targets, as agreed with your supervisor.
16. To undertake training and constructively take part in meetings, supervision, seminars and other events designed to improve communication and assist with the effective development of the post and post holder.
17. To undertake duties as directly by Senior Administrator / Team Manager / Head of Service or other senior as directed and as service demands.  
Work style
Islington Adult Social Care is committed to agile working and helping our people balance work and home life whilst delivering excellent services to our residents. Agile working and accountability go hand in hand. We expect everybody to take responsibility for ensuring their work is completed on time and to high standards. 










Person specification
You should demonstrate on your application form how you meet the essential criteria.  Please ensure that you address each of the criteria as this will be assessed to determine your suitability for the post.
Essential criteria
Qualifications / Experience 
	Essential criteria
	Criteria description
	Assessed by

	1
	Evidence of good general education to include GCSE. 
Or
Equivalent in Maths & English
	Application

	2
	Experience of providing administrative support to individuals or teams in a Public, Health or Social care setting.
	Application/Interview

	3
	Experience of producing high quality minutes of meetings.
	



Knowledge / Skills 
	Essential criteria
	Criteria description
	Assessed by

	4
	Experience of, awareness, understanding and 
commitment to the protection and 
safeguarding of vulnerable adults and children.
	Application/Interview

	5
	A working knowledge of relevant legislation 
and guidance relating to the provision of 
services for adult client groups relating to Mental Health.
	Application/Interview

	6
	High level IT skills, and proficient in a range of Microsoft Office applications and be prepared to learn other systems used as required. To provide support and training to other staff in their use.
	

	7
	Ability to develop excellent working. 
relationships with a broad range of people 
across Mental Health and with external providers and professionals.
	Application/Interview

	8
	Able to demonstrate advanced communication skills; both verbally and in writing.
	Application/Interview


	9
	Strong administrative, organisational and data processing skills.
	Application/Interview

	10
	Ability to work under pressure prioritizing workload and tasks, with the ability to respond to frequently changing work priorities.
	Application/Interview

	11
	Ability to work independently and with limited. 
input and direction, and to use own initiative to 
solve problems.
	Application/Interview



Special requirements of the post

	Essential criteria
	Criteria description
	Assessed by

	12
	This role will require you to obtain an Enhanced satisfactory clearance from the Disclosure and Barring Service. 

	Application



Our accreditations
Our accreditations include: the Healthy Workplace award, Timewise, London Living Wage Employer, Disability Confident Committed, The Mayor’s Good Work Standard, Stonewall Diversity Champion, and Time to Change.  
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