
 

WIRRAL HOSPICE ST JOHN’S 
 

Job Profile 
 

 

Job Information 
Job Title Clinical Support – Medical and Clinical Directors 
Hospice Pay Band Band 3 
Accountable To Director of Clinical Services  
Responsible To Director of Clinical Services 
Location: Wirral Hospice St John’s, Higher Bebington 
 

Job Summary 
The post holder is responsible for a high quality clinical administrative support for the 
Clinical and Medical Directors and general clinical administration and systems support 

 
Main Areas of Responsibility 
 
Administration: 
 
 Provide a professional and comprehensive administrative support to the Clinical 

and Medical Directors maintaining a highly confidential approach at all times 
 

 Provide excellent administrative service using appropriate software including 
clinical system (Systm1) 

 
 Produce timely agendas and minutes for clinical meetings as required 
 
 Documentation is accurately and concisely drafted and is appropriately forwarded 

for agreement 
 
 All documents are filed appropriately on the relevant electronic system 
 
 As required book travel/accommodation and confirm 

 
 The post holder will be registered with ‘RA Agent’ which will enable production of 

NHS SMART cards along with responsibility for maintenance of records in line with 
legislative requirements 

 
 Oversee SMI staffcare with a view to leave approval and documentation ensuring 

up to date at all times, rostering 
 
 Support Medical Director in relation to medical staffing: Oversee 24/7 medical 

cover in place via administration of WHSJ Consultants daily and on call 
rotas,including arrangement of internal or locum cover as required and instructed 
by Medical Director, doctors inductions 

 
 



 

Answer Telephone calls and handle enquiries: 
 
 Telephone to be answered swiftly and in a professional manner 
 
 Caller’s requirements are accurately identified and enquiries are effectively 

investigated and resolved to their satisfaction  
 
 Take clear and accurate messages and forward in a timely manner 

 
 To provide support to reception for external calls 
 
 
Support to Governance Team 
 
 Supporting record retrieval required for Access to Health Care Record requests 

 
 Director of Clinical Services – incident completion 

 
 Routine reporting to meet organisational needs: PAIL, Blood Bikes, Sickness, 

Clinical Governance, CCG 
 

 Support to the Infection Prevention & Control Lead regarding COVID testing / 
registering 

 
 
Meetings 
 

 Arranging training and meetings as required for Medical Director and Director of 
Clinical Services, including:  

o Scheduling 
o Agendas 
o Minute taking / production / circulating 
o Booking associated accommodation & travel 

 
 Supporting the arrangement of quarterly Clinical Governance Meetings with the 

Director of Clinical Services & trustees 
 
 
Support across the Clinical Support Team 
 
 To support with duties of other members of the Clinical Support Team at times of 

absecence & leave 
o Outpatient Department 
o Inpatient Unit 
o Patient & Family Support Services 
o Hospice@Home 
o Wellbeing Centre 

 

 



 

Other: 
 
 Undertake conscientiously such other tasks and responsibilities as may be 

required and reasonable in the circumstance at the time 
 

 Continuously monitor systems of work, adapting and refining to ensure remain 
effective and fit for purpose 

 
 Undergo such training and instruction as may be required to competently carry out 

the needs of the job 
 
 Attend and participate in such meetings as may be reasonably required 

 
 Provide cross cover for clinical administration in line with service needs  
 

 
Organisational Philosophy of Care, Purpose and Values 
Wirral Hospice St John’s aims to offer care and support for patients and their families 
living with a life limiting illness based around what is important to them.  It endeavours 
to meet the holistic needs of our patients – physical, psychological, social and spiritual 
needs and support their loved ones and carers without discrimination. 
 
Wirral Hospice St John’s CARES 
 
So that we can deliver on our Philosophy of Care and Purpose the Hospice has 
developed the following Values which we uphold in all that we do.  
 
Compassionate: To care for and support patients, families, colleagues and the 
wider community with compassion and understanding 
 
Accountable: To be accountable for our own actions and decisions, and to hold 
each other to account 
 
Respectful: To treat others with respect throughout all interactions, 
acknowledging and considering differing opinions. 
 
Equitable: To act in an equitable manner for all, ensuring that individual 
needs are considered and supported 
 
Sustainable: To manage our resources efficiently, optimising use and value, 
whilst minimising waste 
 
Safeguarding 
Wirral Hospice St John’s has a responsibility to ensure that all children/young people 
and adults are adequately safeguarded and protected and that “Safeguarding is 
Everyone’s Business”.  As a consequence, all staff are required to adhere to national 
and local safeguarding policies/procedures and to act upon any concerns in 
accordance with them. 
 
 



 

 
Equality and Diversity 
Wirral Hospice St John’s has given its full commitment to the adoption and promotion 
of the key principles of equality and diversity of equal opportunities contained within 
current legislation and the Wirral Hospice St John’s Equality Policy. 
 
Health and Safety 
It is the duty of every employee to work in such a way that accidents to themselves 
and to others are avoided, and to co-operate in maintaining their place of work in a 
tidy and safe condition, thereby minimising risk.  Employees will, therefore refer any 
matters of concern through their line manager.  Similarly, it is each person’s 
responsibility to ensure a secure environment and bring any breaches of security to 
the attention of their manager. 
 
Confidentiality 
In the course of your duties you will have access to confidential material about patients, 
members of staff or other hospice business.  On no account must information relating 
to identifiable patients be divulged to anyone other than those authorised persons, for 
example, medical, nursing or other professional staff, as appropriate, who are 
concerned directly with the care, diagnosis and or/treatment of the patient. If you are 
in any doubt whatsoever as to the authority of a person or body asking for information 
of this nature, you must seek advice from your manager.  Similarly, no information of 
a personal or confidential nature concerning individual members of staff should be 
divulged to anyone without the proper authority having first been given. 
 
General Data Protection Regulations (GDPR) 
Wirral Hospice St John’s is required to process personal data relating to its employees, 
including ‘special categories of personal data’, as defined in the General Data 
Protection Regulations 2018 (the ‘Act’) 
 
All such data will be processed in accordance with the provisions of the Act and the 
relevant hospice’s policies.  For the purposes of the Act, the term ‘processing’ includes 
the initial collection of personal data, the holding and use of such data, as well as 
access and disclosure, through to final destruction. 
 
Other 
This job description is intended to provide an outline of the duties and responsibilities 
of this post, it is not exhaustive and may be modified and developed periodically 
following discussions between the Medical Director and Director of Clinical Services 
. 
 
 
 
 
 
 
 
 
 
 



 

 
 

PERSON SPECIFICATION 
 
Job Title:   Clinical Support Administrator 
Hospice Pay Band: Band 3  
Accountable To:  Clinical and Medical Directors  
Responsible To:  Clinical and Medical Directors 
 

 Essential Desirable Evidence 

QUALIFICATIONS Minimum 5 GCSE’s or equivalent 
to include English and Maths 
 
 
 

 Application Form 

COMPETENCIES Demonstrate active involvement 
in providing secretarial/ 
administrative support within a 
clinical environment. 
Produce clinical letters to a high 
standard. 
Extensive use of Microsoft Office 
Excellent organisational and co-
ordination skills 
Multi-professional working 
Healthcare Environment. 
Effective interpersonal/ 
communication skills, including 
liaising with patients and 
relatives. 

SystmOne 
Exposure to working across 
boundaries and within a clinical 
patient centred setting 
 
Ability to work with Senior 
Members of an orgaisation 

Application form 
Skills test 
Interview  
References 

 

 
 



 

 

 Essential Desirable Evidence 

 
 

Ability to produce work of high 
quality 
Good personal organisational 
skills 
Good interpersonal skills 
Ability to prioritise work 
Ability to work as part of a team 
Ability to handle confidential 
matters 
Flexible to support all roes within 
the team 

 Interview  
References 


