Respiratory Support Administrator 
Band 3
Main area
Administration
Grade
Band 3
Contract
Permanent
Hours
Full time - 37.5 hours per week (Monday To Friday)
Job ref
130-AC025-0325
Site
Singleton Hospital
Town
Swansea
Salary
£24,433 - £26,060 per annum
Salary period
Yearly
Closing
18/03/2025 23:59
Job overview
An exciting opportunity has arisen within the Respiratory Team based mainly at  Singleton Hospital but may be required to work at other sites across the health board
We are a very busy and friendly team and are looking to engage an experienced Administrator with excellent secretarial, typing and interpersonal skills to take on this busy and varied post. The successful applicant will become an integral part of an efficient team providing secretarial support and assisting with data management. The post holder will need to meet deadlines, and maintain standards relating to administrative processes, with the ability to exercise initiative, operating within procedural guidelines and to plan ahead and prioritise workload in response to changing demands.
A sound knowledge of medical terminology and experience in the use of hospital-based IT systems and proficient in utilising Microsoft Office would be an advantage as well as an understanding of patient pathways. It is preferable that applicants have recent previous experience within a comparable role.
The ability to speak Welsh is desirable for this post; English and/or Welsh speakers are equally welcome to apply
 
Main duties of the job
To provide high quality administrative / medical secretarial support to the Respiratory team. 
Provide an efficient and comprehensive administrative and typing service.
The administrative will maintain a direct and close working relationship with the Respiratory team, Medical Team and other relevant departments
Typing Patient Letters
Maintaining Databases
Answering Phone calls and assisting patients and staff
Maintaining stock levels and performing Oracle Ordering
Booking clinics and arranging appointments
 
Working for our organisation
We believe staff are our best asset and we want you to be happy and confident about starting your career here in Swansea Bay University Health Board. 
We are an inclusive employer and welcome applications from everyone whatever their sex; religion or belief; race; age; sexual orientation; gender identity or, whether they are pregnant or have recently been on maternity leave, married or are in a civil partnership; or, whether they are disabled.
Our values - Caring For Each Other, Working Together and Always Improving, show that our commitment to equality is at the heart of everything we do.
Detailed job description and main responsibilities
You will be able to find a full Job description 
Person specification
Education
Essential criteria
· 5 GCSEs or equivalent qualification
· RSA Typing/Word Processing or equivalent
· Audio Typing qualification and Good IT/Computer skills
Desirable criteria
· Experience of excel and databases
Experience
Essential criteria
· Organisational skills
· Multi-disciplinary team working
· Previous experience of working in a medical/NHS administrative environment
Desirable criteria
· Previous experience of working as a secretary
Knowledge
Essential criteria
· Medical terminology
· Managing Electronic diary and email
Skills and Abilities
Essential criteria
· Communication skills
· Good planning and organisational skills
JOB Title Administration officer Band: 3 
	


Key Responsibilities  Planning and Design 
• Prioritise own workload and work independently within the limits of own role, seeking advice from medical secretary colleagues/manager as required 
 
Improvement, Monitoring, Policy/Service Development 
· Assist with implementation of secretarial/ administrative policies for own area when requested. 
· Retrieve patients’ notes from the Main Library source or other departments, ensuring efficient case note tracking policy is adhered to. 
· Follow Health Board policies and procedures. 
Communication.  
· Exercise judgement when dealing with patient enquiries to ensure that the service delivered is in line with standard of care expected by the Department. 
· handle all forms of communication in a manner that is in line with the Health Boards Values analysing and resolving patient problems, knowing when to seek advice to progress a solution 
· Friendly and helpful disposition, awareness of how our own and others’ behaviours impact on people’s experiences and the organisation’s reputation recognise problems and seek solutions whilst understanding the importance of empowering and enabling others (patients, families, colleagues). 
· Excellent telephone manner with the ability to adapt communication styles depending on audience and environment to receive information and accurately convey, document or take action based upon the information received. 
· Be confident in communicating verbally and in writing with patients, carers and staff in relation to appointments and meetings, being sensitive to their needs and using tact where appropriate. 
· Accurately make notes on various Health Board systems to ensure all appropriate personnel are aware of patient contact around appointments or admission. 
· Have a clear, confident and polite telephone manner with the ability to take messages paying attention to detail to liaise with internal and external agencies as required, including; General Practitioners, Social Services other Health Boards etc. 
· Provides non-clinical advice and information to patients, relatives and carers regarding prescriptions. 
 
Management, Training & Leadership 
· Participate in development schemes, Personal Development Reviews (PADRs) and IT training. Identify personal achievements and training needs. Reflect on issues which arise, and own practice. Actively participate in any technology available and the introduction of any systems within the Department. 
· Attend mandatory training and other ad-hoc training identified as appropriate. Maintain knowledge of clinic procedures, software programs, and medical terminology. 
· Recognise own grade boundaries and seek advice when not competent to undertake an action or decision. 
· Provide cover during the absence of colleagues; in the event of other secretarial staff within the Department being absent, it is important that the post holder keeps abreast with other colleagues’ methods and process of working so an efficient and effective service will be maintained during such times 
 
Digital and Information 
· Follow 
· HealthBoard/statutory policies and procedures in the safe storage of information and in the use of Information  
Use Health Board IT systems to carry out role, e.g. patient software systems used within the Health Board e.g. Welsh PAS, Welsh Clinical Portal Adastra
 
 
 
	Essential Qualifications & Knowledge   
	Desirable  
	Essential Experience 
	
	Desirable  

	Educated to vocational level 3 or able to demonstrate the equivalent level of knowledge, sills and experience 
Demonstrable working knowledge of Microsoft packages including Word, Excel, Outlook and Teams. 
Possess or work toward gaining an understanding of medical terminology 
	Commitment to personal development. 
Knowledge of some medical terminology. 
RSA/OCR 
Stage II in audio typing. 
	Working to deadlines. 
Being able to determine priorities.  
Knowledge of filing systems.  
Experience of dealing with general public in person and by phone. 
Ability to work on own initiative and as part of a team. 
	Working with staff from different disciplines. 
Previous experience working in a clerical / administrative role within a NHS setting. 
Experience of using a NHS Patient Administration system (PAS). 
Experience of audio typing. 

	
	
	

	BENEFITS 
Core Benefits:
· NHS Pension Scheme: A valuable benefit providing financial security for the future, with a death-in-service benefit for families. 
· Annual Leave: Generous holiday entitlement, starting at 27 days a year (for full-time workers) plus bank holidays, increasing with length of service. 
· Flexible Working: Opportunities for flexible working to promote a better work-life balance. 
· Training and Development: Support for professional development and career progression through various training opportunities. 
· Sick Leave: Paid sick leave to support employees when they are unwell. 
· Family Leave: Provisions for maternity, paternity, adoption, and shared parental leave, with enhanced pay depending on service length and eligibility. 
Additional Perks:
· NHS Discounts: Access to discounts on various goods and services through schemes like Health Service Discounts and Blue Light Card. 
· Childcare Vouchers: Support with childcare costs through childcare vouchers. 
· Salary Sacrifice Schemes: Opportunities to access benefits and services at a reduced cost through salary sacrifice schemes. 
· Employee Assistance Programme: Access to support services for employees facing personal or professional challenges. 
· Health and Wellbeing Services: Support for staff health and wellbeing. 
· Staff Engagement Networks: Opportunities for staff to connect and share ideas. 
· Study Leave: Paid study leave for trainees and sometimes non-trainees. 

	
	



CV
                      Huda Haroon
Mobile: 07933178475
25 upper kings hd road 
Swansea
             Huda40@hotmail.co.uk
     
Profile:I  am a highly motivated, dynamic and ambitious individual with a wide range of experience persistently endeavouring to acquire new skills whilst encompassing the ability to work using own initiative or as a part of a team, also understanding the importance of good customer relations. Enthusiastic, goal oriented and ‘result driven’, readily embraces a challenge and has the proven ability of successfully prioritising workload to meet business needs and deadlines. A skilled problem solver, maintaining a professional appearance and providing a positive company image to the public, now wishing to apply existing skills and experience to a demanding role, with the possibility of further professional development

                                                                      Personal Details:
· Name: Huda Haroon 
· Gender: Female
· Date of Birth: 03/10/1981
· Country of Residence: United Kingdom
                                                                                     

Skills and Achievements
Computer literate, confident using Microsoft Packages
Data Protection
Client Confidentiality
Team working skills
Organisational and planning skills
Problem solving skills
Customer service skills
Mentoring and supervisory skills
Work Permit 
                                                           Career History
Administrator Central Clinic
2023-2025
· Perform various duties as an administrator transferring patients details into systems 
· Arrange initial health assessment for patients 
· Register them to allocated Gp 
· Signposting them into services 
                                                          Receptionist
GP Out Of Hours Service (ABMU Health Board, NHS, Wales,UK )    (JULY 2019- Present )
· Providing a reception service for patients who attend the GP out of Hours Service on their arrival at the PCC

· Providing a professional response to all Health Professionals who contacts the service in person or by telephone. Calls maybe received from Hospital staff, Paramedics, community Nursing staff, ED Clinicians etc.

· Managing walk-in patients and patients referred from the Emergency Department in accordance with agreed protocols. There may be a need to overcome barriers to understanding the service when speaking to patients or relatives.

· Arranging appointments in the PCC in accordance with timescales appropriate to the clinical priority.This  will involve contacting patients by telephone and may require the use of tact and persuasive skills to encourage attendance at a PCC.

· Receiving direct referrals from Health Professionals in accordance with agreed protocols. This will include Paramedics, community Nursing staff, ED clinicians, staff from HM Prison Swansea and other out of Hours providers with whom there is cross boundry agreement in place.

· Liaising with the GP Undertaking Home Visits to ensure that the visits are undertaken within timescales appropriate to the clinical priority and to make comfort calls to patients /carers when delay occur.

· Developing good working relationships with OOH GPs, staff in the Call Handling Centre and other Health professionals who contact the service.

· Entering patient details on the ADASTRA system ensuring that the WDS lookup is completed to obtain patients’ NHS numbers.

· Dealing with general telephone enquiries and to refer those requiring patient care / advise to nursing staff.

                                                        Admin and clerical Trainee
· Respiratory ward (AMBU Health board NHS, wales.uk) medical secretory assistant:(may2019-july2019)

· Manage and maintain filing system for Medical secretory.

· Perform various duties within the system and follow protocols.

· Planning work schedules for individuals and team.

· Use of WPAS to check patient details and locate case notes, Tracking patient notes to different departments
· 
· Using WPAS.
· 
· Printing and filing of discharge summaries, filing of results+ clinic letters into patient case notes.

· Keeping an up-to-date filing system for correspondence.

· Compliant with ESR staff   training modules. 

· Send files back to relivent department follow the WPAS electronic system.

· Arrange clinic follow up for next day for doctors arrange appointment.
· 
· Arrange filing system alphabetically for staff orders stationary and manage all admin stuff.
· 
· As a admin assistant of medical secretory help audio typing for recorded letters to handle work load.
 
                                                    Admin assistant
        African Community Centre 			Administrative Assistant  ( 			2018 – 2019 )
· Greeting and meeting visitors to the centre
· Helping visitors complete appropriate forms
· Using spreadsheets for capturing data.
· Handle travel tickets for clients 

              Swansea Council (C&CS) 				Administrative Assistant			2018 
· Formulated templates
· Produced labels
· Printing and photocopying documents
· Use of internet for procurement purposes
· Storing files compliance with Data Protection
· Collection and delivery of incoming/outgoing mail Compiling files ready for client data/information

               EYST, Swansea 					Receptionist: 					2017 – 2018
· Meeting and greeting clients and visitors
· Answering incoming calls and transferring them as appropriate
· Keeping a log of incoming calls
· Arranging meetings and appointments
· Providing PC support for clients
· General Admin duties 

Unity in Diversity, Swansea 			Teaching Assistant   				2017 – 2017
Teaching English to Asylum Seekers

Little Angels Primary School, Rawalpindi 		Early Years Teacher				2008 – 2009
Delivering the curriculum to pupils aged 5 and 6 
Teaching Maths and English 
Engaging pupils in non-curriculum activities such a ‘Rhyme Time’  
Training and courses
· ESOL						
· F.A.S.T Programme Child Development
· Nurturing Programme, Family Links
· F.L.A.P.S, Flying Start
· Language and Play, Flying Start
· Play Scheme, Mend
· Microsoft Excel Level 1, Computer Aid
· Effective Signposting in Supporting Asylum Seekers and Refugees
· Beauty Course, Adult Learning Wales		
· Glass Painting Workshop			

Education and Qualification
Employability skills Level 4  2025 
Open University Post Graduate Teaching    				2009
Punjab University 			Degree: Psychology (BA ) 			2001 – 2004
UCAT: (Microsoft packages) Information Technology Diploma					 – 					2002 - 2003

References: On request

 
Dear Hiring Manager,
I am writing to express my interest in the Administration Officer position at your esteemed organization. With a robust background in administrative roles within healthcare and community services, coupled with a commitment to excellence and continuous professional development, I am confident in my ability to contribute effectively to your team.
In my recent role as an Administrator at Central Clinic (2023–2025), I was responsible for transferring patient details into systems, arranging initial health assessments, registering patients with allocated GPs, and signposting them to relevant services. This experience honed my organizational and planning skills, ensuring seamless patient experiences and efficient clinic operations.
As a Receptionist for the GP Out of Hours Service at ABMU Health Board, NHS Wales (2019–present), I provide a professional reception service for patients and health professionals. My duties include managing walk-in patients, arranging appointments based on clinical priority, liaising with GPs for home visits, and entering patient details into the ADASTRA system. This role has enhanced my ability to manage high-pressure situations, prioritize tasks, and maintain client confidentiality.
My tenure as an Administrative Assistant at the African Community Centre (2018–2019) and Swansea Council (2018) allowed me to develop strong customer service skills, assist visitors with form completion, manage data using spreadsheets, and handle procurement processes. These experiences underscore my adaptability and proficiency in various administrative functions.
I hold a BA in Psychology from Punjab University (2001–2004) and have completed a Postgraduate Teaching program at the Open University (2009). Additionally, I have undertaken various training courses, including Employability Skills Level 4 (2025), Microsoft Excel Level 1, and Effective Signposting in Supporting Asylum Seekers and Refugees, reflecting my dedication to continuous learning.
I am eager to bring my diverse skill set, dedication, and enthusiasm to your organization. I am confident that my experience and commitment to excellence make me a valuable addition to your team. I look forward to the opportunity to discuss how my background aligns with your needs.
Thank you for considering my application.
Sincerely,
Huda Haroon

