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Occupational Health Unit Admin Assistant
	Job Title:
	Occupational Health Unit Adminstrator
	Rank/Grade:
	Grade B

	District/Department:
	HR & Learning
	Location:
	Escafeld House



	Shift worker:
	No

	Smarter ways of working:
	Hybrid


	Designated Powers:
	No	
	Psychological Health Screening Required:
	No


	Special Requirements:
	No	Vetting Clearance Level:
	RV


	Role Purpose:






	The Occupational Health Unit Administrator role resides within the Wellbeing Team and is critical to the core function of the overall wellbeing service. The aim of the wellbeing service within SYP is to encourage and maintain attendance at work, support a sustainable return to work for those people returning to the workplace, to ensure that risks to health are minimised and to provide a superior wellbeing offering to support the complex nature of South Yorkshire Police.

This administrative role is customer focused and designed to support clinical teams to achieve a high standard of service delivery.
















	Main Duties and Responsibilities: 


	· Execute daily admin tasks to a high standard such as scheduling appointments, reception duties, compiling files and scanning.
· Maintain records on the OH management system and ensure that all records are clear and up to date with current status.
· Answering telephone, e-mail and face to face enquiries and provide appropriate advice.
· Support the clinical teams with day-to-day delivery of the service to ensure a superior client experience.
· Supporting the Admin Managers with producing data reports and other information for stakeholders.
· Engage with visitors to site ensuring that they pass the required security checks and support site inspections.
· Monitoring daily workflow and highlighting issues to relevant clinician to ensure prompt action is taken.
· Diary management of the occupational health advisory teams ensuring that service delivery KPIs are met and raising concerns with the OHU Management Team.
· Support the OHU teams with any other tasks as directed.
· Undertake any other work as directed including working at different locations within South Yorkshire Police if required.






Competency and Values Framework Levels
Please navigate to the below link for the College of Policing guide on the Competency and Values Framework. This provides a definition of the values and essential behaviours for each required competency level.
https://www.college.police.uk/career-learning/competency-and-values-framework  
	
	CVF Level 
Level 1 – Practitioner
Level 2 – Supervisor/Middle Manager
Level 3 – Senior Manager/Executive

	We are emotionally aware
	Level 1
	We take ownership
	Level 1
	We collaborate
	Level 1
	We support and inspire
	Level 1
	We analyse critically
	Level 1
	We are innovative and open-minded
	Level 1


	Experience, Skills, and Training required for the role:


	Entry Criteria – Essential (Ideally between 4/6 bullet points):



· Passion for excellence and high standards of client care.
· Excellent communicator, written and verbal.
· Ability to organise themselves and work streams to a high standard
· Self-motivated.
· Attention to detail and comfortable managing multiple tasks.
· Ability to use own initiative and make decisions.
· GCSE Maths and English.
· Experience of use of electronic systems, email, word, excel, internet etc.
· Experience of undertaking administration duties to a high standard.

	Entry Criteria – Desirable – (Ideally between 4/6 bullet points):


	· Experience of delivery in a customer service environment.
· Understanding of client confidentiality and GDPR.
· Previous experience working in an OH/medical setting would be advantageous.
· Previous experience of eopas would be advantageous.
· Continuous improvement mind-set by continually seeking improvements to policy, guidance and process to improve the customer journey.
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	South Yorkshire Police is totally committed to the principles of equality and diversity, and we welcome applications from all sections of community. All appointments will be made on merit and flexible working options will be considered.



Useful links:
· Role Profile Guidance Notes
· Advert Template
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