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Mobile: 07377637987 
shana.rankin@gmail.com


Human resources coordinator with 5 years’ experience in the human resource field and 20 years' experience in customer service, with cross-functional expertise in operations administration and HR management. Possessing solid business acumen, management reporting, and problem-solving skills; I have proven impact and ‘out of the box’ solutions.  Safety conscious team leader with excellent follow through skills. Able to coordinate schedules a motivate team member. Highly computer literate and able to work long hours to complete assignments and outstanding communication skills.
  SKILLS   
	1. Computer Literate with experience of various in-house software packages
1. Written and verbal communication skills
1. Creative and critical thinking
	· Customer service and dispute resolution
· Needs assessment and problem-solving skills
· Language fluency in English


    EXPERIENCE   
Human Resource Administrator – Carter Synergy -Temporary	 08/2018 to 05/2019 
1. Operating HR admin procedures to company standards, e.g. probationary reviews, leavers, contract variations
1. Ensure employee data and multimedia files are update and accurate where applicable
1. Undertake HR administration duties regarding transfer, promotions, leavers, and probation reviews
1. Ensure sickness, absence and holiday information is received from appropriate departments and recorded on Equator efficiently
1. Control hard copy records and files maintenance for current and former employees, to include setting up new employee personnel files
1. Manage incoming departmental and external post
1. Undertake HR administration duties regarding new starters, pre-employment checks and recruitment offer packs, arranging occupational health appointments, as necessary
1. Provide first point contact service for internal and external customers to the department, dealing with general enquiries, carry out administrative duties associated with HR project that arise from time to time e.g... Organise financial matters e.g...
1. Undertake any other duties commensurate with the level of the post.
1. working as part of team to achieve departmental standards, provide admin support to HR Directors and HR Officer, ensuring smooth running of the department always.
1. Maintain and develop own skills and experience as required undertake training as required, techniques to support continuous improvement &development of the department and job role. Display appropriate standards of behaviours, and uphold ethics, values &promotion of equal opportunities.
1. Comply with all Health &Safety regulations &requirements (Statutory, company& customer)
1. Liaise with Health &Safety manager on matters as required.
1. HR-Coordinator – HHG Advisory Service Ltd	          09/2016 to 06/2017 
1. Turned-around struggling Human Resources department building policies and strategies from ground up •Restructured recruitment and new hire processes and implemented disciplinary / termination / exit procedures •Reduced employee turnover 10% by instituting open door policy evaluations and a positive work culture •Increased quality candidate pool with revitalized recruitment •Payroll •Immigration Documents •Benefits •Administration •Maintaining Records of Personal related Data in both paper & data base •Schedule meeting & interview •Team Agenda •Customer Service •Support other function as assigned •On boarding & Off boarding employee •Input data on Excel spread sheet •Assist supervisors in performance management procedures •Prepare employment Contracts.

Youth Leader & Instructor – YMCA 	 04/2016 to 08/2016 
1. Enhance overall after school programmer •Quality Impact youth to maintain positive self-worth and esteem •Teach them to embrace the core values of honesty •Effective communicator both verbally & written •Monitor and track attendance •Assist coordinator with development and execution of lesson plans •Ability to make quick, appropriate decision for the safety and well-being of the participants Cayman 123 Travel.

Senior Travel Consultant - Cayman 123 Travel                          10/2010 to 11/2014 

· Booking Reservation,
· Car, Hotel, Corporate Clients Bookings
· US Visa Application
· HR Duties and Daily Transaction
· Cayman Islands Passport Application and Filing

Senior Travel Consultant -International Travel                             06/2007 to 09/2010 
1. Couriers and Ticketing Reservation	
1. Switchboard Operator
1. US and Canada Visa Application

Customer Services Agent, Ticket Agent – Cayman Airways   03/2004 to 01/2008 
1. Checking in passenger
1. Scanning data entry 
1. Prepare counter to check in passenger, Boarding passenger on to Aircraft and Input board pass into system
1. Daily Transaction
1. Booking Reservation, Filing and Sell Ticketing.
1. 
Salesclerk – Red Sails Sports                                                       03/2002 to 11/2003
1. Greeting Customer, daily transaction and keep stationary area tidy,	 

Retail Associate – Island Companies-work experience              01/1997 to 02/1999
1. Greeting Customers and wrapping gift	 





EDUCATION

University of Wales Trinity Saint David, United Kingdom               Pending (2022)
BSc-Health & Social Care- Intend to do full three years.

Course Gate a world Education Accreditation CPD                       Oct 2019                                                                           Human	 Anatomy and Physiology

ICOES ACCREDITATION CERTIFICATE:                                         Apr 2018
ICOES Foundation, Amsterdam the Netherlands
Accounting &Bookkeeping
Criminology & Profiling
Forensic Science
Level 2 CERTIFICATES ACCREDITED:                                            Apr 2018
Food Safety and Hygiene for Catering
City & Guilds, London
ICOES ACCREDITED CERTIFICATE:                                                May 2018                                                                                                          ICOES Foundation, Amsterdam the Netherlands
HR & Payroll Management
CERTIFICATE: SUPERVISORY & MANAGEMENT                           Jun2017
Cayman Islands-NWDA, George Town, Cayman Islands
John Gray High School, - Cayman Islands                                      Jun 2001
DIPLOMA: General Studies
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To whom it may concern, 
I am applying for the vacancy of Administration Clerk at Birmingham health foundation trust. and I consider myself to possess the necessary skills and qualities that would work well within this position.
My interest in developing a career within the NHS let me register on an employability course at The Learning Hub, UHB. This is an NHS awareness and employment skills programme where I have developed a robust knowledge of confidentiality and infection control, as well as building a practical understanding of the NHS as both an employer and working culture.
As part of my NHS training, I have also completed a three-week work placement within the Recruitment Department at the Queen Elizabeth Hospital. This was a valuable learning experience where I was involved in filing existing or terminated staff details, as well as entering data relating to individuals and their start dates and locating specific information on spreadsheets.
During this placement, I found that my existing transferable skills from my previous employment were instrumental concerning my being able to adapt quickly to a new working environment.
In my most recent role as Human Resource Administrator at Carter Synergy Limited, I dealt with employees and customers both in-person and via telephone. I carried out HR administration procedures to the company standards such as transfers, promotion, leavers, probations. I ensured that sickness/absence/holiday information was received from appropriate departments and recorded on the Equator promptly.
I would arrange occupational health appointments as necessary, deal with general enquiries, carry out administration duties with HR projects that arose from time-to-time and organised financial matters.
Working as part of a team to achieve departmental standards was always essential to provide support to HR directors and officers and to ensure the smooth running of the department. I would ensure that I developed my skills and experience as required, learning techniques to support continuous improvement and development of the department and the job role. I would always display appropriate standards of behaviour and uphold ethics, values, and the promotion of equal opportunities. It was still necessary to comply with all Health and Safety regulation and requirements.
I have learnt the importance of confidentiality in the workplace, and I always maintained the security and confidentially of personal details. From a practical point of view, I made sure all documents were secure and locked away, and my PC was secured with a password. I was made aware of the General Data Protection Regulations during my previous work at Carter Synergy Limited.
Since attending the NHS employability course, I have been made aware of the Caldicott Principles relating to working in the health and social care, such as working on a strictly need-to-know basis with patient information and not providing information unless it is essential. Then only the barest minimum must be provided.
I am always also confident in my ability to work securely. So, I am aware of the importance of disposing of confidential waste according to guidelines. Not taking paperwork home, not providing confidential information over the telephone and never talking about patients outside of the workplace, Or indeed, within inappropriate places within the workload with people who are not involved in the care team and do not have a need to know.
Whilst employed by HHG Advisory Service Ltd, I worked as a Human Resources Coordinator. My duties included building policies and strategies from the ground up, such as provincial recruitment and new hire processes and implemented disciplinary/termination/exit procedures. I prioritise my workload to make sure that all information was processed according to deadlines, and I gained experience of working within a pressurised environment as information was required promptly.
I have a dependable attendance and punctuality record within my previous employment. I am a confident communicator, and I feel at ease communicating with customers, managers, and colleagues at all levels. I provided a high level of skills when I dealt with difficult situations and complaints as an HR Coordinator. I am a team player, supporting my colleagues and sharing responsibilities. I am happy to receive instruction and can be left to get on with my work without supervision if required. Previously, I have carried out voluntary work for fifteen years with the Red Cross in the Cayman Islands, where I assisted in feeding families and helping in countries that had been hit with devastation and needed our assistance to provide water, food and supplies. I have taken steps towards improving the lives of those in need with the help of public donations at home and around the world. I have earned the confidence to know what to do during an emergency. I appreciate well-organised activities and can keep calm under pressure.
I have previously completed my NHS Maths and English test and pass on the 10th October 2020, and this is now valid for three months with the Bank recruitment.
Yours faithfully,





















Job Advertisement

Administration Clerk

Job Reference: 195-20-BWCH-1573
Employer:
Birmingham Health Hospital Foundation Trust
Department:
Administration Ward Clerk
Location:
Birmingham Health Hospital Foundation
Salary:
£19,652 to £20,020 per annum

If you are Yearning, courageous and Compassionate, there has never been a more energizing time to connect our group. Ambitious and pleased to supply world-class care everybody who works at Birmingham Health Foundation Trust. The establishment believes group plays a crucial part in making our healing centres the mind-blowing places a crucial part in making our healing centres the mind-blowing places they are. Our vision is to contract a world driving group to provide world lesson care.
For most roles flexible working may be considered, we would encourage you to speak to the recruiting manager about this.
Ward Clerk Administration Services Team 
Administration ward Clerk - 25 hours per week.
Predominantly Ward Clerk – Birmingham health foundation trust
Monday to Friday -8:00am to 15:00pm on a rotational basis
Closing date: 18th October 2020,
For further information contact Jackie Ebanks
Deputy Manager, Administration Ward Clerk Service Team
Tel: 0121 445 6897
Email: Jackie.ebankst@bhamhealthservices.nhs.uk



Specification

Birmingham Health Hospital Foundation

JOB DESCRIPTION

JOB TITLE:		Administration Ward Clerk 
		
SALARY SCALE:		Band 3

SHIFT HOURS:        	Monday – Friday 8:00- 15:00 on a rotational basis as per 
		
		 
ORGANISATIONAL RELATIONSHIPS:

Accountable to: Head of Patient Administration Ward Clerk Services	

Responsible to:  Manager or Medical Secretaries and Ward Clerks & Patient Administration Ward Services Team

LIAISES WITH:   Patients and Parents/Carers, ED administrative staff, Clinical Coding staff, Medical Secretaries, Clinicians & Nursing staff, Healthcare Records team, hospital control centre staff & Professional Lead for Medical Secretaries and Ward Clerks.
JOB SUMMARY: To maintain real-time data management and quality for wards and outpatient activity. To ensure basic clerical needs of the department are met daily.  To provide cover for periods of sickness and annual leave for other Band 3 Ward Clerks and Band 3 Clerks in Patient Administration Services.  To partake in rotations with other Band 3 Ward Clerks to ensure that all wards have administrative cover 24 hours per day 365 days per year, including holidays.

DUTIES AND RESPONSIBILITIES:
Library Duties
· To ensure that all patients notes are filed away correctly into the Library.  
· The patient’s notes all need to be tracked correctly on the iPM system.
· The patient’s notes are pulled for patient’s clinic appointments and admissions
· The patient’s notes that can be sent offsite are weeded regularly from the library
· The patient’s notes have the appropriate paperwork filed ready for their clinic appointment
· The patient’s notes are bundled and labelled correctly to ensure the Porter’s deliver the notes to the correct locations

Booking Centre
· All incoming post is opened, sorted, and distributed daily
· All case notes are compiled and available for outpatient appointments
· All new patient referral letters are compiled and are placed in the case notes prior to the outpatient clinic attendance
· All referral letters are promptly and accurately scanned on receipt
· All general filing is completed accurately and daily.
· All outcoming and coding is completed accurately and daily.
· Any missing outcome forms are chased with the speciality team.

Ward and Outpatient Reception  
· To be able to communicate effectively with patients, parents, and all visitors. To welcome, meet and greet in professional, courteous manner. To deal with all enquiries in a helpful and sensitive manner. To advise patients of delays when known.
· To be able to recognise and help diffuse difficult situations whilst retaining composure and willingness to assist. 
· To communicate with staff at all levels on issues within your area.
· To implement business Continuity plans when the computerised systems are unavailable and assist in data entry following system outage.

iPM Lorenzo
To ensure that all information regarding the patient demographic details are checked and updated at each Ward and Out-patient attendance to include
· Spellings of names
· Date of Birth
· Addresses 
· Telephone numbers
· GP
· NOK
· School
· Ethnicity
· Religion
· Validate NHS number and patient demographics using the Spine (PDS)where possible.
· To identify any patients not matching the spine and raise with team leader for further investigation





Ward Duties
It is acknowledged that due to the nature of the wards and specialities the duties and volume of activity will differ from ward to ward.
Ward duties will include: -
· Using iPM Lorenzo record and amend bed availability and produce reports.
· Using iPM Lorenzo record all admissions, discharges, transfers, and associated ward activity in real time thus ensuring the bed compliment / ward activity is always up to date and produce relevant reports as and when required.
· To enter / update patient “Expected Discharge” date as advised by ward staff/Bed Board.
· To ensure that all relevant consultant and specialty details are accurate on iPM (Lorenzo) and are updated, as necessary.
· To print patient wristbands, front sheets and labels for all patients admitted to the relevant ward.
· Collect case notes in the trolley provided for expected admissions (TCIs) from Tracking Office.
· Receive and dispatch case notes using the iPM document tracking module.
· To ensure that patient documents and records are always available and maintained to a high standard.
· To ensure case notes are available for all admissions following an Emergency admission.
· To pass details of missing Case notes for admissions to relevant team leader
· File documents and records upon patient discharge.
· Following ward discharge ensure all relevant patient records are available for Clinical Coding Team.
· To book hospital transport and taxi’s using the Atom system.
· To order ward stationery

Outpatient Clinic Reception Duties
· To arrive the patients using the Lorenzo system and the Qmatic system
· To check and amend accordingly all patient demographic details on arrival
· To trace patients on the spine
· To record any ad hoc attenders and walk in patients
· To produce front sheets and labels
· To work and liaise with the Outpatient nursing staff daily 
· To record did not attend (DNA) and was not brought (WNB) patients on iPM

General Duties
· To receive telephone enquiries and deal with them appropriately and efficiently.
· To liaise with all staff throughout the Trust in a polite and professional manner always.
· To maintain accurate computerised and manual patient records.
· To ensure all documentation for follow up treatment is collated and forwarded to the relevant area.
· To undertake general office duties as and when required e.g. photocopying, sending faxes etc.
· Any other duties which may be assigned by the Head of Patient Administration Services and Clinical Coding & Professional Lead for Medical Secretaries and Ward Clerks
· To deliver and collect case notes as appropriate.
· To deliver and collect internal and external post from and to the post room daily.

The post holder will be required to attend both training and refresher sessions as and when requested by their line manager.  This is to ensure they have the relevant up to date skills in line with the requirements of the job role.
JOB DESCRIPTION
 SUPPLEMENTARY DUTIES AND RESPONSIBILITIES

HEALTH AND SAFETY
You have a legal responsibility not to endanger yourself, your fellow employees and others by your individual acts or omissions.  The postholder is required to comply with the requirements of any policy or procedure issued in respect of minimising the risk of injury or disease.  
CONFIDENTIALITY
Attention is drawn to the confidential nature of the information collected within the NHS. The unauthorized use or disclosure of patient or other personal information is a dismissible offence and in the case of computerised information, could result in prosecution or action for civic damage under the Data Protection Act 1998.
It is a condition of your employment that, should you come into possession of information relating to the treatment of patients or the personal details of an employee, you should regard this information as confidential and not divulge it to anyone who does not have the right to such information. 
The Trust fully upholds the Caldicott Report principles, and you are expected within your day to day work to respect the confidentiality of patient identifiable information. 
INFECTION PREVENTION AND CONTROL
The Trust is committed to minimising any risks of healthcare associated infection to patients, visitors, and staff. All employees are required to be familiar with and comply with Infection Prevention and Control policies relevant to their area of work and must attend Infection Control training commensurate to their role.
MAJOR INCIDENTS
In the event of a Major Incident or Pandemic you may be asked to carry out other duties as requested. Such requests would be in your scope of competence, reasonable and with staff side agreement. You would also be reasonably expected to participate in training for these infrequent events.
RISK MANAGEMENT
The post-holder should be aware of the process for reviewing systems and improving them, to increase patient safety and improve the service provided by BCH.  All staff (on permanent, temporary, or honorary contracts) should have an awareness of the risk management processes and an understanding of risk management as part of the Governance agenda.  This includes assessing, monitoring, and managing all aspects of risk, including the planning, and undertaking of any remedial action.
All staff should ensure they are aware of the Trust Risk Manual.  All staff must be aware of their responsibility for reporting any adverse incidents, including “near miss” events, in accordance with the Trust’s Policy and guidance from the National Patient Safety Agency (NPSA).


EQUALITY AND DIGNITY
The postholder will be expected to adhere strictly to principles of fairness and equality in carrying out the role.  At all times, the postholder will be required to show respect for and maintain the dignity of patients, the public and work colleagues.
The Trust will not tolerate any form of bullying or harassment, violence, or aggression against its employees.
SAFEGUARDING
As a Trust employee you are required to comply with all legislation and guidance relating to safeguarding children and promoting their health and welfare. If you are being investigated regarding child protection concerns, or become subject to such investigations, appropriate steps may have to be taken such as redeployment, increased supervision etc. and, depending on the outcome of the investigation, there may be implications for your continued employment. You are required to inform the Head of Child Protection Support Service if your own children are/become subject to child protection procedures. This information will be treated in a confidential manner.
COMMUNICATION (STAFF WITH SUPERVISORY/MANAGERIAL/LEADERSHIP RESPONSIBILITY)
An integral part of the role of any manager or person with leadership responsibilities is to communicate effectively with their staff and colleagues.  It is an expectation of this role that resources, and time will be allocated to communicate fully with staff and involve them in the decisions affecting them.
Arrangements should be made to ensure that local and Trust wide matters are communicated and discussed via appropriate means i.e., team meetings, written briefings etc.
INDUCTION
It is the responsibility of every employee to participate fully in induction.
A Trust wide induction course is held on the first and third Monday of each month and local induction will be provided within your own place of work.
APPRAISAL AND PERFORMANCE MANAGEMENT 
All staff will be expected to fully participate in the Appraisal/ Performance Management process.  This obligation will include the preparation for and attendance at appraisal/performance management interviews and completion of the associated documentation.
For Consultant Medical Staff an annual appraisal and review of the Job Plan is a contractual requirement.
Failure to participate in any stage of the process will render the process ‘incomplete’.
WORKING TIME DIRECTIVE
The working Time Regulations 1998 require that you should not work more than an average of 48 hours each week, i.e. in a 17-week period no more than 816 hours or 1248 hours in a 26-week period.  To work more you must have the authorisation of your manager and you must sign an opt-out agreement that you choose to work more.
Should you have more than one job with the Trust or have a job with another employer, then the total hours worked in all your jobs should not exceed the average of 48 hours as above.  You are therefore required to inform your manager if you continue to work elsewhere and the number of hours you work, or if you take up work elsewhere during your employment with the Trust. 


Date: 


POST HOLDERS SIGNATURE:	___________________________________


DATE:				___________________________________


MANAGER’S SIGNATURE:	___________________________________


DATE:				___________________________________


BIRMINGHAM HEALTH FOUNDATION TRUST
PERSONAL SPECIFICATION: ADMINISTRATION WARD SERVICES CLERK 

	
	ESSENTIAL
	DESIRABLE
	HOW IDENTIFIED

	Knowledge & Skills
	Good telephone manner
Good communication & inter-personal skills
Ability to accurately file in strict alpha/numerical order
Extensive administration experience in a busy environment
Knowledge of patient administration IT systems
Demonstrable ability use MS Office packages
Knowledge of hospital departments
Knowledge of surveys and audits 
Ability to make decisions on situations/courses of action which require analysis
	Previous work experience in a Health Records
 environment
Knowledge and Understanding of the Data protection
 act 1998 and patient confidentiality.
	Interview – filing test
References
Application Form
Interview assessment alpha and numerical filing test grammar and spelling test.

	Education/Qualifications & Training
	NVQ level 2 or equivalent knowledge and experience.
IHRIM CTC basic Level.
ECDL or equivalent.
	Educated to GCSE English & Mathematics level.
	Application Form
Interview
Certificates

	Physical
	Fit and able bodied.
Able to lift heavy files.
Able to climb stepladder to retrieve files.
	Working knowledge of Health & Safety in the
 Workplace legislation;
	Application Form 
Interview

	Personal Qualities
	Team player
Articulate, methodical, and able to work well within a team. 
Polite and self-motivated.
Ability to concentrate frequently when inputting data and answering queries.
Able to remain calm under pressure.
Willing to learn and develop work role in line with performance development expectations.
Reliable, dedicated, punctual & flexible.
Committed to undertaking training to fulfil the requirements of the role.
Demonstrable ability to deal sensitively with bereaved/distressed relatives/patients
	Able to learn quickly
Sense of humour
Able to remain calm under pressure
	Application form
Interview
References




2

