[image: image1.jpg]HOSPICE AT HOME
WEST CUMBRIA

Enhancing life, excelling in care




Job Description 

Job Title: 
Business Support Co-ordinator
 
Tenure: 
12 months fixed term (to be reviewed)
Base:  
Head Office, Workington and Home Working
Responsible to: 
Business Support Manager
Pay scale:
Point 20 £20,928 per annum (pro rata)
Hours:


 22.5 hours per week
JOB SUMMARY:

Hospice at Home West Cumbria (HHWC) is a “Hospice without Walls” providing Home Nursing, Family and Bereavement Support and Lymphoedema Care to patients, families, and carers across West Cumbria.  All services are provided free of charge.  HHWC works alongside and in collaboration with the other providers of specialist palliative care, i.e. clinical nurse specialists, medical team, occupational therapy and The Loweswater Suite.

The post is based within the Business Support Team which has responsibility for strategic support, HR, IT, health & safety, building management and volunteers.  The post holder will support the Business Support Manager providing a full range of administrative duties.
DUTIES AND RESPONSIBILITIES OF THE POST:
Strategic Support

· Assist the Business Support Manager in providing confidential administrative support to the CEO, Senior Management Team, and the wider team, in an efficient and professional manner
· Support the Business Support Manager with the HR function of the organisation including recruitment, managing and maintaining spreadsheets, and the production of regular reports 
Health and Safety
· Support the Business Support Manager with the building management and health and safety of the organisation, establishing a positive health and safety culture within Hospice at Home West Cumbria

· Oversee the health and safety planner, making sure that planned activities are undertaken in a timely manner 

· Maintain accurate records of all health and safety activities and training, keeping all information up to date

· Set up and support the health and safety group

· Co-ordinate incidents and maintain the non-clinical incident and accident log and report accordingly.

· Assist with reports and statistics including health and safety audits 
Facilities

· Oversee the facilities planner, making sure that planned activities are undertaken in a timely manner and respond to issues raised
· Deal with any maintenance issues relating to Hospice at Home West Cumbria’s owned or rented buildings, including IT and utilities
· Co-ordinate stock orders for all buildings for hygiene and supplies, and ensure they conform with COSHH regulations.

The following applies to all employees of Hospice at Home West Cumbria: -
Responsibility for Self-Development
· To meet with line manager on a regular basis for line management and review

· Participate in annual appraisal.

· Attend mandatory training days.

· To keep updated with current policies and procedures.

· To keep updated with current professional developments.

Health and Safety  

· All staff have responsibilities to ensure that our working environment continues to be a safe, secure, healthy, and fulfilling place to work. 

· Employees of Hospice at Home West Cumbria are required to work in line with the Health and Safety Policy to ensure not only their own health and safety, but that of others too. 
· All staff have a responsibility to report all accidents, incidents or near-misses promptly and when requested to co-operate with any investigations undertaken.

General (all staff) 
· To participate in the development and implementation of the Hospice’s strategies and operational plans.  

· Ensure the maintenance of confidentiality in respect of staff, volunteer and client records and all privileged information relating to the services of the Charity, its patients, staff, and volunteers and particularly of the area for which directly responsible. 

· Promote and foster the Hospice’s reputation and standing within the community and with private, statutory, and voluntary sector agencies and organisations. 

· Undertake any other duties which may be reasonably required. 

· Hospice at Home West Cumbria has adopted an equal opportunities policy and all employees must be aware of their obligations to abide by the spirit and nature of the policy to avoid direct and indirect discrimination.
Values and Behaviours

Hospice at Home West Cumbria has developed a set of values and positive behaviours that all staff are expected to display: -
Values

· Our employees are visibly passionate and positive with a can do attitude. It does not mean they do not question how things are done, but they do it in a way that encourages discussion and is not just complaining. They attract other people to be around them.

· Our employees are not afraid to open their minds to new ideas. They maybe do not like change, very few people do, but they are open to it.

· Our employees do what needs to be done, delegate, work with others and achieve success despite what their job description says. 

· Our employees focus on the customer. They prioritise their work but drop it to deal with customer issues. They work tirelessly to create the right processes and environments that support the customer, not internal politics, reporting lines or budgets. 

· Most of the success in any organisation is down to the systems that people work in. Our employees spend large amounts of time improving the system.

· Our employees never sit still and think they are enough – they always build new skills. 

This Job Description is subject to review as part of the annual appraisal process, or due to any changed service provision.

I agree to the content of this Job Description which is effective from   …………………...  

Employee Name:

Employee Signature:

Date:

Manager Name:

Manager Signature:

Date:
Person Specification

Post:  Business Support Co-ordinator
	Qualifications
	Essential
	Desirable

	Minimum 4 GCSE’s A-C grades (or equivalent) 
	(
	

	NVQ level 3 in business administration (or equivalent)
	(
	

	European Computer Driving Licence Certificate or other IT related subject
	
	(

	Health & safety qualification
	
	(

	Experience
	
	

	Previous experience in an administration role
	(
	

	Experience of working with the volunteers and the public
	
	(

	Experience of working unsupervised
	(
	

	Experience of working in a busy environment
	(
	

	Knowledge
	
	

	Excellent knowledge of Microsoft Office Suite particularly Word, Outlook, and Excel
	(
	

	Knowledge of health and safety processes and procedures
	(
	

	Knowledge of Hospice at Home West Cumbria
	
	(

	Skills and Abilities
	
	

	Excellent oral and written communication skills including compiling text for letters and reports and speaking on the telephone
	(
	

	Excellent organisational skills and methodical approach to work
	(
	

	Able to produce accurate and timely documentation
	(
	

	Ability to multi-task and work under pressure
	(
	

	Ability to prioritize and plan tasks independently on daily/weekly basis
	(
	

	Experience in handling confidential information and documentation 
	(
	

	Able to work independently and as part of a team and build and maintain relationships
	(
	

	Personal qualities and circumstances
	
	

	Approachable and empathetic
	(
	

	High levels of enthusiasm and self-motivation 
	(
	

	A flexible and fair approach to the working week in response to organisational demands
	(
	

	Other requirements
	
	

	Willingness to undertake additional work, challenges, and responsibilities relevant to the role 
	(
	

	Ability to travel independently
	
	(
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