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1. Introduction
Employability Skills are compulsory and imminent in the Public sector in which I would I would like to attain my desirable role in. For the the purpose of this report, I have analysed the relevant employability skills that I have attained through my previous work experiences against those skills I am yet to acquire and need to improve. 
Looking from the perspective of an employer trying to recruit these are the requirements for the role I have chosen. To be competent in the role of a NHS Team Administrator the main responsibilities would be the following: 
To provide a comprehensive, secretarial and administrative service to the City and Hackney Autism Service.  Processing all reports, correspondence and documentation, including summaries and correspondence ,managing IT systems and related scanning into electronic case notes, filing, faxing, and photocopying and diary planning. . (NHS Jobs Website 2018) In addition they also require Patient care, looking after financial physical resources and inducting new staff members.  

2.Relevant Employabilty Skills that I have already attained for my desired role and how I have demonstrated them.  
2.1 Communication
Communication played a crucial factor in all my previous roles and coming roles I would like to take on in the future. Without communication it is not possible to send, relay and receive messages, neither communicate tasks to colleagues nor understand responsibilities delegated from managers. Whether I was a team player or working on my own initiative it was required. I will be talking about how I have demonstrated communication in different aspects of my jobs alongside other transferrable skills that I have achieved whilst working as an Administrator. The following are applicable to the role I would like to attain:
2.2 Dealing with People/Patients 
I have dealt with patients Face to face and over the telephone as a receptionist in the NHS making and changing appointments, answering and resolving queries, redirecting calls/acting as a switchboard, calling patients for appointment reminders and I have been able to communicate effectively by being understanding, sensitive and tactful whilst providing the best service to a wide, diverse range of patients. I also used initiative to involve senior member/managers to redirect where I did not have authority to take action. 
An example of when I have demonstrated this skill would be when I had gone above and beyond to assist a patient who had language barriers. 
Patient Aisha was an elderly patient on a wheelchair who had visited our Special Care Dental Clinic and unfortunately could not be seen by the Dentist as she did not have a Bengali advocate booked or brought along a family member, which is necessary in accordance to the patient care guidelines to inform patient with the procedures, gaining agreement and respecting their wishes. We found her waiting quietly after she arrived via the Hospital Transport Services, it was clear she was not able to communicate due to the language barriers upon seeing her waiting, I checked on her details only to find out there was no advocate booked as it had been overlooked.
 I approached her as I could fortunately speak the same language as her and asked her if anyone was coming to be with her, she said she was called and told to come in for an appointment and her family members were not able to make arrangements on such short notice. I had apologised and told her that I would be rebooking her appointment and personally making sure advocate would be available and also transport to be rebooked as she is a wheelchair patient. She was so delighted she was able to speak to me to find out what is happening. She thanked me and I rebooked her transport back home that day. I flagged up advocate required as a pop up so any of my colleagues would be able to access this information quickly and wouldn’t be missed in the future.

2.3 Administration Duties and Team Work
This was the focal point of my job previously being an administrator. I dealt with daily correspondence, sorting mail, managing appointment dairies, booking and producing appointment letters.  Dealing with new referrals, creating new patient profiles onto the system, updating patient database with up-to-date details at every visit. Managing daily filing, maintaining orderly filing cabinets and preparing notes for the clinics. Actioning all voice messages, liaising with external organisations working with the clinic these tasks were carried out as a team.
The way I demonstrated these skills, were by doing them daily sharing it amongst the team at different points of the day. E.g. new referrals of people who would like to be accepted for Special Care Dental were sent in to reception via mail. I would acknowledge them by stamping them with our official clinical stamp as receipt of acknowledgement, but they would have to be sent off to the referrals team to see if they qualify as there are criteria’s you have to meet. Once passed through this process and accepted there was a 90 day wait time within when patients would get a new appointment to be seen or if it was stamped urgent after phone consultation then as soon as there was a gap available.
 Once form returned back to us me and my colleagues would create a new patient profile and add them to the system. I would look out for cancellations and inform any urgent patients they would be able to be seen as soon as if accepted and note down and track how many appointments were offered as it would be a case of neglect if urgent patients were not accommodated. We would keep a track of new patients as it would be logged on the system from which date their referral was received and book at least 10 daily. 
Filing was carried out daily sorting and organising by clinic order and then putting away back into alphabetical order to be stored into cabinets between the team. Missing files had to be located and flagged up instantly if not found temporary files had to be created with last seen documents inserted for purpose of the visit that day and later allocated. To maintain order filing was done day or two days ahead so there was no pressure on the day and we could focus on running the clinic and dealing with patients.

2.4 Confidentiality and Data Protection
The trust requires the following “An Understanding of Office Procedures, understanding of hospital and/or social services environments. To maintain the confidentiality of all electronically stored personal data in line with the provision of the Data Protection Act.” (Nhs JobsWebsite 2018)
As a previous employee of the NHS I have dealt with confidential information on a daily basis and also with awareness to its protection at all times. Whilst dealing with patient notes there were many procedures put in place to safeguard at all times the confidentiality of information relating to patients/clients and staff. These were such actions like turning notes over when placing them in a visible location, where details were not exposed to others within or outside the workplace. Locking screens when leaving the workstation so no one else is able to access change or view what is on there even if it’s for a brief period. Not saying out information too loudly so others can overhear keeping a level of discretion when discussing personal matters.
Another procedure that plays a big role especially in hospital receptions upon acknowledgement of patient arrivals to their appointment we would ask patients Name, DOB, Address and Contact no as a security measure to ensure it is the right person and correct medical notes held and also to update any important information for future contact. As staff member had access to the system but this was also tracked via chip so any unnesscary acsees could be traced up and could be questioned upon. Having authority and acsees I have never violated my position and have been a trusting member of the team.
The confidentiality of information relating to patients and staff, under no circumstances were to be disclosed this information to an unauthorised person within or outside the Trust.  The post-holder must ensure compliance with the requirements of the Data Protection Act 1998, (NHS Jobs Website 2018)
3.Relevant Employability Skills that I still need to gain for my desired role and how I will achieve them.  
“Hard Skills are the technical expertise and knowledge needed for  job Soft skills are interpersonal qualities, also known as people skills and personal attributes that one possesses. Robles talks about how both types of skills are important and how the top ten skills as perceived by business executives are: Integrity, communication, courtesy, responsibility, social skills, positive attitude, professionalism, flexibility, teamwork and work ethic.(Maund and Tinkler P. 512 ) Although I possessed many of the soft skills I lack hard skills which I hope to achieve through learning and experience.     
3.1 Relevant Academic Qualifications
It states that for the particular role I have chosen to seek possible candidates should be “Educated to NVQ level 4 or equivalent required or NVQ level 3 and additional knowledge of service/NHS gained through courses or experience.” (NHS Jobs Website)
It is so crucial for the fast pacing working environments such as NHS that employers seek people that are competent and able and knowledgeable to a certain degree, so they are able to understand their responsibilities well and have enough intellect to process information effectively and deal with people and technology efficiently. They need to know that you are also committed to achievement and dedication is in your work ethic. 
 Although I have a Level 3 Qualification it is not competitive enough against graduates or those who have a higher level of qualification making me a weak candidate for the type of role I would like to go for. I have pro-actively taken a step towards achieving a level 4 as I am currently studying a Level 4 Certificate in Higher Education. This will give me an educational boost and will open a potential pathway gravitating towards a degree, if I can successfully complete this level and the following a two year course level 5 to achieve a BA Honours Degree.
3.2 Leadership and Management Skills  
Every organisation requires a good management team to hold the operational side of things running smoothly. A good manager/leader is the foundation of a successful team. Someone who is able to be firm yet assertive, have a solid understanding of others needs, be sympathetic and show empathy when required, be motivational and be able to build a good reputation amongst others. It is hard to find a balance of what makes a good leader as there are lots of responsibilities for management and targets that need to be met on a daily. This pressure means managers are torn between being friendly and lenient, which can make workers feel too relaxed and laid back. 
The other side of the spectrum would be a manager that is too strict and pressurising who could make workers feel suppressed and demotivated, not being able to bring out the best of them. Usually when an individual goes above and beyond their role, is dedicated and has taken their time learn all the procedures and proven to take strong initiative to deal with problems, ready to take on more responsibilities is someone who may be considered to take on a more senior role and manage others. I would like to be given a chance to taken a leadership role which I can do through experience and promotion and use personal experience of what has worked for me with managers and implement them in my work.
3.3 Time Management
Being punctual is an important part of being professional and is highly relied upon when it comes to work ethic and reflection of character. I have struggled with this aspect before but the way to tackle this and improve would be targeting the reasons what were preventing me using my time efficiently and productively. 
I will be being using the Eisenhower method to eliminate those tasks I can leave for another time and those that are completely unnecessary in order of priority. [image: ]
4. Conclusion
After studying the Job description for NHS Team Administrator and matching it up against my employability skills,I have come to the conclusion that I am confident I possess many qualities and a range of characteristics which would put me in a favourable position and at an advantage to be able to compete for the role I desire. However, I have recognised that there are still skills which I do not hold, but have taken into consideration how I will be able to fill these gaps through learning, development and experience.   
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