
 

 

Job Description: 

Clinical Administrator 

Department Clinical Services Support Team  

Reports to Head of Clinical Services Support 

Key working relationships: Care Services Colleagues, Medical Team, Volunteers.  

Salary grade NN3 

DBS: None 

 
Our Vision 
A world where everyone can face death informed, supported and pain free. 
 

Our Mission 
Pioneering standards in expert support and care, for anyone facing death and bereavement. 
 

Our Values 
Our values define who we are and how we act.  We are: 
 
Human: We treat people with understanding, patience, respect and above all dignity.  We 
are the welcoming smile, the talk over a cup of tea, the human touch. 
 
Courageous: We stand firm, we do not flinch in the face of hard news, but always with 
humanity, sensitivity and respect for our community. 
 
Energetic: Whether we're out running at a  fun run or at the hospice greeting our patients, 
we bring the energy and optimism to make the most of every day. 
 
Connected: We are not an island, we thrive on partnerships and working with others, we 
believe we are better and stronger together. 
 
Expert: We are looked up to by our community and our peers as the organisation to go to 
for knowledge, training, best practice and latest techniques. 
 
 
 
 
 



 

 

 
JOB PURPOSE 
The Clinical Administrators provide high-quality, efficient, wide-ranging and flexible 
administrative support across all clinical service areas:  
 

• community (medical, counselling, welfare, nursing, care, therapies),  

• inpatient unit (nursing, medical therapies) 

• living well activities (groups, clinics, community engagement activities).  
 
You may be required to provide support across several team areas within the same day.  To 
ensure service flexibility and reliability, you will need to develop and maintain a clear 
understanding of the administrative needs and deliverables for each service area. 
 
Excellent communication and organisational skills, personal integrity, and the ability to model 
the hospice's values are integral to the role. 
 
MAIN DUTIES AND KEY RESPONSIBILITIES 

• To implement and support St Catherine's strategies and activities within clinical 
administration, embracing the hospice's vision and values. 

• To foster positive working relationships with internal and external colleagues, supporters 
and the general public. 

• To maintain existing and new high quality, accurate administrative systems and 
processes, ensuring efficiency and compliance with regulatory requirements. 

• To provide efficient and effective administrative support services to the designated 
service area and cross-cover for others, including: 

o  Patient records and correspondence 
o Diary and appointment management 
o Meeting/activity co-ordination 
o Telephone calls and messages 
o Running Crosscare reports when required 
o Email management 
o Supplies and stationery management 
o Mail distribution Administrating patient and client counselling appointments 
o Administrating patient/client referrals 
o Administrating room bookings for outpatient appointments (e.g. counselling, 

Consultants, social care, spiritual care, nurse-led-clinics)   
o Developing close working relationship with the Volunteer services and 

ensuring we are briefed on their availability and any planned absences 
o Manage appointments and communications with the volunteers counselling 

clients as required 
o Taking meeting notes and producing notes to members 
o Other general administrative duties eg photocopying, scanning, filing 
o Rota management support 
o Meet and greet visitors 
o Supporting orientation 
o Typing letters and reports within agreed deadlines as required by clinical staff 
o Prepare new patient packs and ensure a fully stocked supply of stationery and 

nursing equipment 
o Participate in Clinical and Administrative Audits as required 

 

 



 

 

• To re-direct enquiries and correspondence to other members of the clinical team where 
appropriate. 

• To assist with administrative support to the Clinical Governance Groups including 
agenda production, minute taking and co-ordination of meeting dates and venues, co-
ordination of papers, liaison with group members, ensuring provision of all materials to 
relevant participants. 

• Patient transport co-ordination. 
 
Team/Self Management  

• To live the St Catherine's values and engender a positive, open and supportive working 
environment with emphasis on whole teamwork. 

• To collaborate effectively with all clinical administrators, to ensure consistency, flexibility, 
efficiency and effectiveness across the group. 

• To work across the clinical areas as required. 

• To ensure maintenance of accurate and up to date records and accept responsibility for 
the safe and secure handling and storage of confidential information, in accordance with 
the Data Protection Act, the hospice's own data protection policies and other Information 
Governance Policies. 

• To ensure the hospice's electronic patient records system - Crosscare - is maintained by 
the administration team in line with best practice and internal processes and ensure data 
integrity. 

• To support any new IT platforms such as Electronic Patient Record Systems 
development and implementation. 

• Where necessary, coordinate the use of volunteers to carry out designated tasks.   

• To support preparation and minuting of team meetings. 

• To ensure that adequate supplies of stock and equipment are ordered and maintained. 

• To engage with and contribute to the performance development process for self and 
junior colleagues/volunteers. 

 
Quality and Service improvement 

• To participate in development, training and rotation of administrators where required, to 
achieve required skill standards.  

• To participate in inter-disciplinary audit projects and research. 

• To support the department’s commitment to the organisation’s Quality Management 
System (QMS). 

• To participate in and seek process improvement and efficiencies with the administration 
team operating procedures, to provide increasingly effective services to all clinicians.  

• To commit to continuous improvement and a focus on ensuring the organisation’s 
commitment to the high quality patient and family ‘experience’. 

• To participate in the hospice Governance procedures. 

• To ensure adherence to hospice and professional policies and procedures. 

• To participate in service development initiatives as required. 

• To follow hospice procedures for incident/accident reporting, including escalation. 
 

Development  

• To ensure personal compliance with hospice compulsory training requirements. 

• To act as a role model for employees and volunteers, participating in personal 
development initiatives as appropriate. 

• To assist in orientation of new colleagues, volunteers and visitors. 

• Through the performance development process, to plan your continuing professional and 
self-development, attending in-house study days and courses as appropriate. 

 



 

 

This is an outline job description designed to give an overview of the responsibilities 
of the role.  We expect the job holder will work flexibly, responding to organisational 
need and changes as they occur. You will also contribute to the wider corporate and 
organisation needs of St Catherine's such as supporting our fundraising efforts. 

 
Policies and Procedures 
In addition to your professional code of conduct, you must familiarise themselves with, and 
adhere to St Catherine's policies and procedures as listed in your team induction schedule, 
including the following: 
 

• Information Governance  

• Data Protection  

• Risk Management  

• Raising a Concern  

• Complaints 

• Safeguarding 

• Mental Capacity 

• Health and Safety at Work 

• Equal Opportunities 

• Infection Control 

• HR Management  

• Incident Management 
 
You have a duty to undertake the relevant compulsory (including e-learning modules) as 
detailed in the Compulsory Training programme.   
 
If you manage staff and/or volunteers it is your responsibility to ensure that your team are 
made aware of and understand the policies and procedures relevant to their work, and are 
compliant with compulsory training requirements. 

Information governance and confidentiality 
Employment by St Catherine's often involves access to personal information relating to 
patients, carers, staff, volunteers and supporters. This information is confidential and must 
not be disclosed to anybody, other than when acting in an official capacity.  Non authorised 
use, access of records or disclosure of personal or confidential information is a dismissible 
offence, and in the case of computerised information could result in prosecution for an 
offence or action for civil damages under the Data Protection Act 1998.  
 
Safeguarding and Mental Capacity Act 
All employees have a responsibility to safeguard and promote the welfare of adults, children 
and young adults. It is essential that all safeguarding concerns are recognised and acted on 
appropriately in line with the policies and training. You must ensure you always act in the 
best interests of any person lacking mental capacity.  
 
Health and Safety at Work Act 
You have personal responsibility to take care of your own health and safety and that of 
others who may be affected by your actions at work.  Ensure you observe the Health and 
Safety procedures, and carry out your work as instructed. 
  
Infection control  



 

 

All employees have personal responsibility for Infection Prevention and Control practice. You 
should ensure you are familiar with, and comply with, all relevant Infection Control policies 
and training for minimising the risk of avoidable ‘Health Care Associated Infection’. 

Conduct  
Employees are ambassadors for St Catherine's, each responsible for promoting, maintaining 
and upholding the reputation of St Catherine's at all times in line with our values. 
 
 
 

Person Specification 
Clinical Administrator 

Education, Qualification and Training 

Essential Desirable 

• Educated to at least GCSE C in English 
and Maths. 

• Qualification (RSA) in 
Secretarial/Administration or equivalent 
administrative experience. 

• Evidence of continuing personal and 
professional development. 

• Additional computer skills qualifications 
eg ECDL 
 

Knowledge, Skills, Ability and Experience 

Essential Desirable 

• Excellent communication both verbal 
and written, interpersonal and the ability 
to communicate matters clearly and 
precisely. 

• Experience and high level skills in wide 
range of information technology 
applications, ie word processing, Excel 
spreadsheets, power point and 
databases, Zoom and Teams. 

• Excellent organisational and time 
management skills. 

• Experience of working across 
boundaries. 

• Excellent attention to detail including 
proof reading. 

• Ability to manage a variety of tasks 
concurrently. 

• Confident communicator. 

• Understanding of confidentiality and 
data protection issues. 
 

• Recent voluntary sector experience. 

• Recent health care sector experience. 

• Ability to use shorthand or other speed 
writing technique. 

• Call handling experience. 

Attitude and Behaviours 

Essential Desirable 



 

 

• Willingness and desire to embrace 
change, innovation and progress to 
support patient care. 

• Self reliant, highly motivated and able to 
take initiative. 

• High standard of diplomacy, integrity 
and reliability. 

• Problem solver and flexible creative 
thinker. 

• Calm and capable approach to difficult 
situations. 

• Willingness and ability to vary work 
hours when required. 

• A positive assertive attitude to all 
aspects of work and development. 

• Professional, confident and 
compassionate approach to work.   

• Resilient practitioner with the ability to 
work under pressure at times. 

• Willingness to learn new skills and 
undertake further study  
related to role. 

• Confidence and self-awareness of own 
limitations and professional boundaries. 

• Ability to demonstrate and model St 
Catherine's values in all aspects of 
work. 
 

 

 


