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.
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