TRELOAR TRUST

JOB DESCRIPTION
Post:


Therapy Administrator
Location:

Treloar Campus Holybourne
Responsible to:
Therapy Departmental Heads

Main purpose of job:

To support the clerical and administrative needs of the Therapy department.  This will involve working closely with the therapists and administration team.  The role will include liaison with other departments and external organisations, contact with other members of the Treloar’s multidisciplinary team and with Treloar School and College students.
Key Tasks

To support the clerical and administrative needs of the Therapy department.  Regular tasks will include the following:
· Answering the telephone, and taking clear messages or locating the required person.
· Greeting students arriving at the Therapy department, dealing with their enquiries, appointment and equipment issues.

· Setting up and contributing to electronic record-keeping systems as directed by the Heads of Therapy.  

· Filing of confidential copies of student’s notes, preparing new files and annual long term filing and archiving.
· Producing reports, letters, and specialist therapy documentation such as treatment plans and profiles, under the direction of the relevant specialist Therapy staff.

· Producing lists, charts and spreadsheets relating to the Therapy caseloads, budgets and departmental organisation, under the direction of the Heads of Therapy. 
· Working alongside therapists to research and order specialist equipment and maintaining accurate records.
· Ordering stationery and general equipment, collecting printer paper, reporting breakdowns of computers, printers, photocopiers and other equipment to relevant departments. 

· Other general clerical duties as required.
· Organising meetings related to the Therapy workload, taking minutes, typing up and distributing these.
· Booking and assisting with the organisation of appointments and equipment assessments with external professionals, as required
· Attendance at relevant cross-organisational meetings (such as Infection, Prevention and Control, Health & Safety) and following up any required actions, in discussion with the Heads of Therapy.
Further tasks may also be required, in discussion with the Heads of Therapy.

Training
· Attendance at Treloar’s mandatory training programme will be required.  

· Additional training specific to the work of the Therapy department will also be required in order to gain an overview of working practices. 
Other duties

· To support the Trust in safeguarding and protecting the welfare of all students.

· To comply with policies and procedures relating to safeguarding, health and safety, equality and diversity, confidentiality and data protection, reporting concerns to an appropriate person.

· To maintain and develop own professional knowledge and awareness.

· To undertake any other such duties or general tasks and hours of work as may reasonably be required and any other responsibilities, which may from time to time, be delegated by your manager.

· A job description is not a rigid or inflexible document but acts to provide guidelines to the duties expected while in the post.

· This job description will be reviewed and amended in the light of changing professional demands.

PERSON SPECIFICATION – Therapy Administrator
	MINIMUM
	DESIRABLE

	Qualifications

1. Good, all-round education, including Maths and English GCSE at level C or above (or equivalent) 
2. Willing to train to achieve CIEH Level 2 Award in H&S

3. Willingness to undergo further training/development as required
	

	Knowledge and Skills

1. Demonstrable experience of ability to prioritise

2. Excellent organisational skills

3. Able to design documents in an appropriate style e.g. letter, reports, tables

4. Good vocabulary, spelling and grammar

5. Numerate

6. IT literate - proficient in the use of Microsoft Office packages 
7. Ability to handle computer filing effectively
	

	Experience

1. Management Information Systems

2. Experience in minute taking
	1. Experience of working in an educational setting

2. Experience of working with young people with disabilities would be beneficial

	Personal Qualities

1. A commitment to promoting and 

      safeguarding the welfare of students
2. Excellent communication and interpersonal skills & able to relate to others at all levels

3. Initiative - must be able to work without close supervision

4. Highly motivated

5. Reliable, flexible

6. Total discretion/ confidentiality

7. Ability to work under pressure

8. Ability to work with a high level of accuracy

9. Be able to work as part of a team as well as independently
	

	Physical Requirements
1. Must be able to cope with the physical demands of the job
	

	Personal Circumstances


	1. Willingness to work, occasionally, beyond normal office hours.



	Treloar Trust is committed

to safeguarding children, young people and vulnerable adults
All successful candidates will be subject to a DBS Check along with other relevant employment checks


BOTH THE JOB DESCRIPTION AND THE PERSON SPECIFICATION ARE SUBJECT TO THE TRUST’S EQUAL OPPORTUNITIES POLICY.
If you have not heard from us within three weeks of submitting your application please assume you have not been short-listed.
