
Dear Hiring Manager,

Re: Senior Medical Administration and Rota Manager (Band 6) – Reference: JGJD24022EG3 DR

I am writing to express my interest in the Senior Medical Administration and Rota Manager position within the Plastic Surgery department at Queen Victoria Hospital, as advertised. With extensive experience in medical administration, managing complex clinical rotas, and fostering effective communication within multidisciplinary teams, I am confident in my ability to support your department’s operational efficiency and high standards of patient care.
In my previous roles within healthcare settings, I have demonstrated exceptional organizational skills by overseeing staff rotas, ensuring comprehensive shift coverage, and maintaining compliance with NHS policies and regulations. My experience includes working closely with medical staff, service coordinators, and administrative teams to deliver scheduling solutions that align with service demands and strategic objectives. I am also proficient in validating timesheets, managing locum staffing resources, and controlling staffing costs within budget constraints.
My strong communication and negotiation skills have enabled me to build positive relationships with stakeholders at all levels, resolve rota-related issues swiftly, and support service development initiatives. I am proactive, adaptable, and thrive in fast-paced environments, ensuring smooth operations and continuous improvement. Additionally, I am familiar with NHS operational standards and committed to delivering high-quality administrative support to enhance service delivery.
I am excited about the opportunity to bring my skills, dedication, and proactive approach to Queen Victoria Hospital’s Plastic Surgery department. I am confident that my experience aligns well with your needs and that I can contribute to achieving both local and national access targets.
Thank you for considering my application. I look forward to the opportunity to discuss how I can support your team and contribute to the continued success of your department.

Yours sincerely,

Pamela Keijema







PAMELA KEIJEMA 
Occupational Health & Cancer Services Administrator 
17 Dorset Gardens, Dorset Avenue, East Grinstead RH19 2SD 

Tel: 01342 323410    Mobile: 07961 008947  |  Email: pkeijema@yahoo.com 
PERSONAL STATEMENT 

An enthusiastic, focused, and adaptable administrator with extensive experience in NHS Cancer Services and Occupational Health. Committed to delivering high standards of patient care through effective communication, meticulous attention to detail, and strong organisational skills. Proven ability to manage complex patient pathways, coordinate multidisciplinary teams, and exceed set targets. Comfortable working independently or as part of a team, with the flexibility to support various departments as needed. 
KEY SKILLS 

· Administrative & Secretarial Skills 	• Excellent Communication Skills 
· Microsoft Office Proficiency 	• Keyboarding & Typing 
· Planning & Time Management 	• Working to Targets & Deadlines 
· Bookkeeping 	• Versatile & Adaptable 
PROFESSIONAL EXPERIENCE 

Nov 2024 – Present |  Occupational Health Administrator  Transport for London 
· Assisting with the processing of management referrals to Occupational Health, creating digital client folders, and updating databases. 
· Coordinating appointments for staff and managers, including clinic bookings and cancellations. 
· Maintaining strict confidentiality, storing data securely in compliance with the Data Protection Act and ensuring records are accurate. 
· Acting as the initial point of contact, responding to phone, email, and in-person inquiries from staff and managers. 
· Supporting health professionals with health surveillance, vaccinations, and pre-employment checks. 
· Assisting with health history forms, generating management reports, and ensuring compliance with local policies. 
2019 – Oct 2024 |  Head & Neck MDT Coordinator  Queen Victoria Hospital, East Grinstead 
· Tracked patients referred for treatment from GPs and external Trusts, prioritising 2WW pathway referrals through to discharge. 
· Set up and coordinated MDT meetings, ensuring all correspondence was fed back to referring teams post-discussion. 
· Supported clinical and outpatient teams to deliver on RTT pathways, ensuring timely patient treatment. 
· Managed and supervised assistants in preparation for MDT; monitored follow-up outcomes post-MDT. 
· Attended MDT and PTL meetings to manage cancer waiting times, prevent DNAs, and escalate delays to management. 
· Communicated with external hospitals managing extrust patients, monitoring pathways from admission to discharge. 
· Ensured scans and histology results were sent prior to MDT; updated tracking notes daily on Infoflex/Somerset. 
· Provided cover for Skin MDT Coordinator during leave periods. 
2014 – 2019 |  Ward Clerk  
Langley Green Hospital, Sussex Partnership NHS Foundation Trust 
· Processed incoming and outgoing correspondence; managed admissions, discharges, and midnight returns. 
· Maintained paper and electronic ward diaries; updated whiteboards and information displays. 
· Provided reception services on the ward, accurately recorded messages, and initiated appropriate follow-up procedures. 
· Managed duty rosters, verified staff shifts using Citrix, and coordinated ward reviews with families and practitioners. 
· Attended and prepared MDT meetings; admitted and discharged patients on Care Notes; placed orders on Oracle. 
· Ensured MHA forms were current; maintained training records; provided cover for main reception and other wards. 
· Liaised with external agencies and acted as a contact point for the team during office hours. 
 	 
2012 – 2014 |  Administrator  
MediHome Acute Home Care, East Surrey Hospital 
· Admitted patients onto the system, managed filing, and prepared patient paperwork and documentation. 
· Made up patient home care boxes for Breast Cancer patients; monitored IV and Breast care pathways. 
· Took referrals, managed stock ordering and storage, took minutes, and handled faxing and correspondence. 
2011 – 2012 |  Housekeeper  
Peverel Retirement Homes, Hampshire 
• Carried out housekeeping duties including cleaning, hoovering, and laundry for retirement residents. 
2009 – 2010 |  Receptionist / Administrator (Volunteer)  
Citizens Advice Bureau, Hull 
· Answered and screened calls, greeted visitors, provided information, prepared letters and documents. 
· Scheduled and maintained appointments diary both manually and electronically; dealt with public queries. 
2007 – 2011 |  Career Break 
Took time off to raise my son as a single parent. During this period, I further developed skills in multitasking, time management, prioritising, and resilience. 
2003 – 2006 |  Secretary  The African Child, London 
· Managed correspondence, reports, and filing systems; organised and coordinated meetings and charity events. 
· Maintained schedules and calendars, arranged appointments, handled incoming/outgoing mail, and operated office equipment. 
2001 – 2002  |  Secretarial Temp  
Select and Kelly’s Agencies, Crawley 
• Various secretarial positions including Pension Administration at Paymaster General; data entry, filing, and telephone duties. 
1998 – 2000  |  Secretary to Company Secretary  
Sheraton Kampala Hotel, Uganda 
· Took, typed, and distributed minutes; maintained schedules, calendars, and filing systems. 
· Managed Sheraton apartments: tenant liaison, interior design, purchasing materials, and overall maintenance. 
1996 – 1997  |  Secretary to General Manager  Fairway Hotel, Uganda 
· Prepared correspondence, reports, and documents; organised meetings, conferences, and travel arrangements. 
· Maintained petty cash, schedules, and filing systems; organised internal and external events. 
EDUCATION & QUALIFICATIONS 

2007 – 2008 	Intermediate Diploma in Medical Reception – Hull College 
2005 – 2006 	Level 1 Diploma in Bookkeeping – Crawley College 
1992 – 1994 	Diploma in Secretarial Studies – Nakawa Business School, Uganda 




































Senior Medical Administration and Rota Manager
Triumph Consultants Limited
4.44.4 out of 5 stars
East Grinstead RH19 3DZ
Temporary
&nbsp;
Location
East Grinstead RH19 3DZ
&nbsp;
Full job description
Job Title: Senior Medical Administration and Rota Manager (Band 6)
Location: Queen Victoria Hospital, East Grinstead
Department: Plastic Surgery
Reports to: Service Manager - Plastics
Accountable to: General Manager - Plastics
Job Summary:
The Senior Medical Administration and Rota Manager is responsible for overseeing the medical rotas within the Plastic Surgery department. The postholder will work closely with junior and senior medical staff, educational supervisors, and clinical teams to ensure safe and effective cover for the rotas. Excellent communication skills and the ability to negotiate and build relationships with both clinical and managerial teams across the hospital are essential for success in this role. The postholder will also collaborate with Plastics Service Coordinators to manage the overall service and will deputise when necessary.

The role plays a critical part in supporting the delivery of outpatient and theatre activities, ensuring the effective management of rotas to meet local and national targets and waiting times. Additionally, the role contributes to the delivery of the Trust's strategic plan, especially regarding access targets, while ensuring service development in line with policy, national standards, and the Trust's vision.
Main Working Relationships:

Internal:
· Consultant Surgeons
· Junior Doctors
· Service Coordinators
· Scheduling Team Leader
· Service Managers
· Medical Staffing
· Education Supervisors
· Departmental Administration Staff
· Nursing Management and Administration



External:
· Recruitment Agencies
· Management, Clinical, and Administration Staff at Spoke Sites

Key Responsibilities:
· Rota Management:
· Oversee the medical rotas for the Plastic Surgery department, ensuring all shifts are covered by appropriate medical staff.
· Work closely with junior and senior doctors to ensure safe cover and compliance with rota requirements.
· Liaise with medical staffing, consultants, and service managers to ensure efficient rota management.
· Communication and Liaison:
· Maintain regular communication with all relevant clinical teams, educational supervisors, and medical staff regarding rota issues and updates.
· Build and maintain positive relationships with all stakeholders, ensuring clear and timely communication.
· Assist in the resolution of rota-related issues and conflicts, working collaboratively with staff to find effective solutions.
· Support Service Development:
· Support the delivery of the Trust’s strategic plan within the Plastic Surgery department, particularly in relation to meeting national access targets.
· Work alongside the Service Coordinators to develop and implement service improvements within the department.
· Contribute to achieving both outpatient and theatre activity targets by ensuring that the rota is aligned with service demands.
· Administrative Support:
· Provide administrative support to the service, ensuring that all medical staff have up-to-date information regarding their rota duties.
· Ensure all relevant documentation is completed and maintained accurately, including timesheets, locum usage, and any related administrative tasks.
· Financial Management:
· Validate medical timesheets, ensuring that appropriate use of agency/locum staff is within budget and service needs.
· Act as an authorised signatory for stock and stationary ordering (up to £1,000), ensuring that necessary resources are maintained.
· Quality and Compliance:
· Ensure compliance with internal processes, NHS regulations, and Trust policies related to medical staffing, rotas, and service delivery.
· Ensure that any deviations from the rota or staffing levels are promptly addressed and rectified.
Key Result Areas:
· Maintain accurate and efficient rota systems that meet the needs of the department, ensuring full coverage for all shifts.
· Support the management of outpatient and theatre activity, ensuring the department meets local and national access targets.
· Manage the validation of medical staff timesheets, ensuring proper use of resources.
· Provide administrative support in a timely and organized manner to ensure smooth operation within the department.
Person Specification:

Qualifications:
· Relevant administrative or healthcare management qualification.
· Experience in rota management or medical staffing is desirable.

Experience:
· Experience in a medical administrative role within a healthcare setting.
· Experience managing rotas for medical or clinical teams, preferably within the NHS.
· Experience with timekeeping systems, locum usage, and staff scheduling.
· Familiarity with medical staffing policies and NHS operational standards.



Skills:
· Strong organisational skills with the ability to manage multiple tasks and priorities effectively.
· Excellent communication skills, with the ability to negotiate and liaise with a variety of stakeholders.
· Ability to use medical administration software and systems efficiently.
· High attention to detail, especially in relation to timesheet validation and rota management.



Attributes:
· Ability to work under pressure, managing competing demands in a fast-paced environment.
· Strong problem-solving skills with the ability to address issues and find solutions quickly.
· Proactive and adaptable, with a positive attitude towards service improvement and change.
· Strong interpersonal skills, with the ability to engage with staff at all levels.
Additional Requirements:
· The postholder will be required to liaise with external recruitment agencies to source locum staff when required.
· Flexibility to adapt to changing needs and demands of the department.
This role is ideal for a highly organised and proactive individual with strong administrative skills and experience in managing medical rotas. The postholder will play a key role in ensuring that the Plastic Surgery department runs efficiently, effectively supporting the clinical teams to deliver high-quality care to patients.

Please submit your C.V quoting reference JGJD24022EG3 DR
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