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East Devon Health (EDH) Federation are looking for an energetic, enthusiastic, experienced and proactive administrator to support the team with the delivery of projects across the 13 practices within the Federation. 

This post is offered on a 12-month fixed term contract, 30 - 40 hours per week (hours may be negotiable).

Salary: £21,263
Closing Date:  16th July 2018.  Interview Date: 25th July 2018
 
EDH is a GP Federation group that covers the 13 practices within the East Devon area that have come together to provide sustainable and resilient primary care services to the East Devon population.  

The main focus of this role will be to provide admin support to the Chair, Executive Lead, the Federation board and project management team, and there will be opportunities to lead and contribute to contribute to project work currently being undertaken within the Federation group.  The post holder will deliver an effective and competent level of administrative support and will be self-motivated to support colleagues and projects as and when necessary.  Happy to work independently and use initiative

Responsibilities will include:
· Setting up and co-ordinating meetings including room booking
· Preparation of agendas, taking minutes and taking appropriate follow-up action as required
· Diary management for the Chair and Executive Lead including arranging and changing appointments and prioritising as appropriate
· Supporting the project team with management of projects, gathering information and undertaking enquiries as and when necessary
· Acting as a point of contact for teams, dealing and responding effectively with complex queries from stakeholders, including patients and the public, and passing on relevant information to appropriate team members sensitively and autonomously
· Manage communication lines for staff within the Federation
·  Undertaking all administrative duties such as photocopying, faxing and sorting and prioritising mail and e-mail. Distributing as appropriate
· Ensure all urgent and/or confidential communications are received and distributed from/to relevant parties in a timely manner
· Organising and planning events as directed, providing all necessary supporting in local materials

Education & Experience:
· Previous administration experience
· Strong organizational skills, with excellent verbal and written ability
· Competent with a wide range of administrative and computer skills
· Experience of working within primary care and knowledge of the healthcare sector is desirable

Other Requirements:
· Able to work on own initiative and unsupervised
· Have a flexible/adaptable approach to their work in order to meet various deadlines
· To carry out other appropriate delegated duties as required

Please apply in writing with your CV  and a covering letter to christy.thurlow@nhs.net 
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