
	
	



	TURNING POINT JOB DESCRIPTION
	08/06/2026



JOB DESCRIPTION


	Job title
	Management Information and R&A Administrator

	Sector/Function
	Management Information and System Support Team 

	Department
	Risk and Assurance 

	Reports to
	Debbie Wharmby

	Grade
	Grade 2 

	
	

	Job purpose
	We are seeking a highly organised and proactive administrator to join our busy Risk and Assurance Team. This is a fast-paced role that requires strong analytical skills, attention to detail, and the ability to use initiative to solve problems and manage competing priorities effectively. You will play a key role in supporting the wider team, maintaining high-quality data and maintain effective systems, that contribute to robust governance processes. The successful candidate will work closely with the Management Information and System Support Manager, to cleanse, analyse data and support the production of reports used across a range of governance groups within the organisation. This is also an exciting opportunity to develop skills and gain experience in administering and enhancing our incident and quality management system, Vantage.

	Key accountabilities
	Provide specific administrative support to the Risk and Assurance Team including: -
•	answering and logging calls
· 	Managing email boxes
•	booking travel and hotels
•	raising purchase orders

	
	To provide specific administrative support in relation to team meetings and cover for other meeting administration where required

	
	Develop and maintain accurate records management and filing of information fundamental to the team and the wider organisation

	
	Maintain the effective flow of information within the team and across the wider organisation

	
	Maintain confidentiality as required under GDPR at all times

	
	Work closely with the Management Information and System Support Manager in the production of high standard management information reports, ensuring that deadlines are met 

	
	Utilise systems across the department to enable robust information data gathering and appropriate use of business intelligence

	
	Support with the collection, cleaning and analysis of data from various sources, and work with others to produce information that is accessible and meaningful to a wide range of audiences

	
	Support the analysis of systems and data, identifying trends and querying anomalies, escalating appropriately

	
	Support the development and maintenance of R&A dashboards to identify areas of good practice and services of concern

	
	Maintain and support the development of key R&A systems specifically Vantage and support effective system management via training and the development of guidance for Vantage users

	
	Ensure systems are updated as necessary and that changes are clearly communicated to all key stakeholders

	
	Support the Management Information and System Support Manager to deliver on related projects and activities as required

	

	Dimensions
	Direct reports
	N/A

	
	Total staff overseen
	N/A

	
	Internal contacts
	Debbie Wharmby, Sara Jones (R&A)

	
	External contacts
	N/A

	
	Planning outlook
	N/A

	
	Problems solved
	N/A

	
	Financial authority
	N/A



PERSON SPECIFICATION


	Job title
	Management Information and R&A Administrator

	

	Personal effectiveness


	Essential
	Desirable

	
	Ability to work within a team.

Excellent communication skills (written and verbal), with the ability to communicate with a wide range of audiences

Strong analytical skills to ensure effective problem solving

High levels of accuracy and quality assurance
	





	
	
	

	Technical effectiveness
	Essential
	Desirable

	
	Skilled in Microsoft 365 Applications (Word, Excel, Teams and Outlook).

Diary management skills and meeting coordination

Ability to set agendas take notes, minute taking and develop actions trackers

Ability to create data dashboards, graphs, and visualisations


	Understanding of reporting applications e.g. Power BI, Tableau

Experience of co-ordinating and interpreting large volumes of information

Experience of data systems and management of information using a variety of data sources

Data cleansing with a keen eye for detail, able to spot errors and have the tenacity to investigate issues and find why something isn't reporting as expected

Working knowledge data base systems including the design and development to meet the need of an organisation

	
	
	

	Acquired experience & qualifications
	Essential
	Desirable

	
	Experience of managing time with competing priorities

Identify inconsistencies in data sources, experience of data manipulation using Excel, and a working knowledge of features such as pivot tables

High degree of organisational skills and adaptability in a fast paced environment

Ability to analyse and propose recommendations for improvements




	Social and/or Health Care understanding/background

Experience in delivering qualitive and quantitative reports and data to all levels of an organisation

	
	
	

	Other requirements
	Essential
	Desirable

	
	Understand the importance of relationship building and management

Have the confidence to escalate issues as and when necessary
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