Data Administrator— Role Profile

Supporting the delivery of services through leading the provision of high-quality administrative services

Data Requirement:

PHE (NDTMS / DETinputs and upload compliance to MOJ standard and
linked to PHOF compliance framework)

Review of PHOF modules (Clinical and Psycho-social)
Monthly / Quarterly reporting

Trend analysis

Retrospective matching of data

Produce Tower Hamlets TTG data reports (Including weekly activity)
Produce Hackney TTG data reports (Including weekly activity)
Monitoring of Tower Hamlets and Hackney uploaded datato ensure
compliance (Post 21dayrel ease)

Monthly meeting with Tower Hamlets and Hackney data leads to review
performance

versight of administrative services:

Leading on ensuring efficient administrative processes within the service;
Overseeing thelocal financial systemincluding purchase orders and petty
cash;

Overseeing localhealth andsafety systems andrecords;

Leading on stock managementand ordering;

Overseeing and providing administrative services including reception
services, telephone support, referrals, correspondence and general
administrative support;

Providing regular monitoring and measurement statistics and carrying out
data validationandaccuracychecking exercises;

Compiling data for audit and outcome monitoring purposes;

Ensuring accurate records are maintained of meetings within the service
Ensuringall activities completed are appropriately documented onclient
electroniccaserecord

Engaging and contributing fullywith the training and devel opment on offer
Reviewing your own performance anddevel opment needs, takinginpart
in competency assessment to identifyfurthertraining and development
requirements.

Values Led Leadership
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* |createaninclusive and positive environment to enable my team
to thrive;

* | worktogether with others to getthe best possible outcomes;

* | putthe peoplewesupportattheheartof everythingldo;

* Itreatothers with respect, actively listen andembrace others
points of view;

* Imaintaina highlevel beliefinthe abilities of people we support
and model a nonjudgemental approach;

* Imaintain professional boundaries and presenta professional
imageatalltimes;

* lactively seek opportunities to devel op myself and my team;

* |takeownershipandaccountability for my actions and decisions.

WHAT | NEED:

Skills\Knowledge

Essential :

* Abilityto beableto understandandinterpretdata

* Anticipateservice/ partner performance needs based on available
data

* Makerecommendations to serviceleadon performancetrends /
corrective requirements

* Ability to use Microsoft office applications to a high standard

* Ability to work as part of a team, demonstrating support to other
team members and other teams

* Good written and oral communication skills

* Customer focused approach to both internalandexternal
customers

Desirable :

* Previous experience of working in a health and social care setting



Data Administrator
Role Expectations

*  Working under the guidance and supervision of a Team Leader

*  Workingas part of a team with colleagues including providing cover for
planned andunplanned absences

* Professionallygreeting andassisting people we support, visitors and
contractors creatinga welcoming environmentin ourservices

* Professionallyhandling telephone calls, ensuring contacts are documented
and communicated to rel evant staff.

* Actively participatein team meetings and other service meetings

* Liaising withcolleagues andteam members to understandadmin
requirements.

* Undertaking training to enhance skills, knowledge and practice

* Seekingadvice/ support from colleagues to support yourown learningand
development

* Actively engagingin your own supervision, Ongoing Personal Review and
Personal Development Planning Process

* Shadowing colleagues to supportyour own learning and development

* Ensuringan environment free from discrimination

* Prioritising safeguarding of children and vulnerable adults and escalating
anyconcerns
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Overseeing service stock maintenance and ordering processes
including raising and receipting purchase orders, ensuring goods
received andrecording on Purchase Point;

Ensuring timely petty cashreturns completed and activity accurately
recorded;

Ensuring health and safety records are completeandup to date (e.g.
safety checks, PPMs, safety certificates);

Supporting the development and updating Business Continuity Plans
and conducting tests/walk throughs;

Ensuring adminteam delivers administrative requirements of service
and anyissues or concerns are escalated;

Production of | etters/emails and distribution via Royal Mail, Documents
and email asappropriate.

Accurately recordingincoming referrals andtaking actions inline with
service processes to book appointments/allocate

Production, distribution and documentation of prescriptions following
TPs prescribing processes.

Recording events on CIM to document anyadministrative activities
undertaken with service users (e.g. phonecalls, | etters)

Taking accurate minutes and actions for service meetings

Inputting data as required on electronicclientrecordand
spreadsheets. Carrying out data collectionandanalysisfor auditand
outcome monitoring;

Collection / understanding / presenting data to ops managerandother
external agencies and partners
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