

	

	JOB DESCRIPTION

	Directorate:  
HR, Legal and Communications
	Service Area:   
Human Resources


	JOB TITLE:  
	Employee Wellbeing Assistant


	GRADE: E


	REPORTING TO: Line managed by the ‘HR Manager - Employee Health & Wellbeing’ and for all Occupational Health work reporting to the Occupational Health Advisor.


	1.
	JOB SUMMARY:

To support the Occupational Health Advisor by performing all aspects of administration work required to ensure successful running of the Occupational Health Service.  
To support the wider Employee Health and Wellbeing Team as required, in particular in respect of health and wellbeing promotions and initiatives.

To work flexibly across the HR Service as required from time to time to meet workload demands and to support your personal development.


	2.
	MAIN RESPONSIBILITIES AND REQUIREMENTS

	
	1.
	Provide an administrative support to the Occupational Health Service including:

· Co-ordination and maintenance of diaries/appointments 
· Audio typing of confidential medical reports
· Responding to enquiries and processing any incoming requests via telephone, email and post including the Occupational Health mailbox.
· Liaison with relevant stakeholders including clients/HR Advisory/Managers/GP’s in the arrangement of appointments and chasing GP reports etc.

· Manage and maintain safe storage of confidential medical records in line with statutory legislation 
· Manage the stock control of all medical equipment including the maintenance of equipment.

· Processing of Pre-Employment questionnaires.
· Processing of invoices and recharges via the Agresso system

	
	2.
	Support the administration and promotional elements of Health and Wellbeing initiatives and health awareness/promotion activity for Employees.


	
	3.
	Process employee referrals to our external health and wellbeing support services including physiotherapy and counselling and other associated administrative tasks


	
	4.
	Co-ordination of health surveillance programmes, collation of accurate data for recall system and for management information at the end of each programme. 


	
	5.
	Collate health & wellbeing statistics and provide quarterly reports on usage/activity.


	
	6.
	To continuously review and improve administrative processes and procedures.


	
	7.
	Support the Human Resources Service as required from time to time to meet workload demands and to support your personal development.



	
	8.
	Support the Council in achieving quality standards such as Better Health at Work award.

	3.
	GENERAL



	Job Evaluation - This job description has been compiled to inform and evaluate the grade using the NJC Job Evaluation scheme as adopted by Stockton Council.



	Other Duties - The duties and responsibilities in this job description are not exhaustive. The post holder may be required to undertake other duties from time to time within the general scope of the post. Any such duties should not substantially change the general character of the post. Duties and responsibilities outside of the general scope of this grade of post will be with the consent of the post holder.

	Workforce Culture and supporting behaviours and Code of Conduct – The post holder is required to carry out the duties in accordance with Workforce Culture and supporting behaviours, code of conduct, professional standards and promote equality and diversity in the workplace.

Shaping a Brighter Future – The post holder will embrace the Council’s “Shaping a Brighter Future” programme.

Personal Development – As defined by the Council’s Culture Statement, all employees will take responsibility for their own development 

Customer Services – The post holder is required to ensure that all customers both internal and external, receive a consistently high quality level of service, commensurate to the standards required by Stockton on Tees Borough Council.

Policies and Procedures – The post holder is required to adhere to all Council Policies and Procedures.



	Health and Safety – The post holder has a responsibility for their own health and safety and is required to carry out the duties in accordance with the Council Health and Safety policies and procedures.

Safeguarding – All employees need to be aware of the possible abuse of children and vulnerable adults and if you are concerned you need to follow the Stockton Council’s Safeguarding Policy. In addition employees working with children and vulnerable adults have a responsibility to safeguard and promote the welfare of children and vulnerable adults during the course of their work. 
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PERSON SPECIFICATION

	Job Title/Grade
	Employee Wellbeing Assistant
	

	Directorate / Service Area
	HR, Legal and Communications / Human Resources
	


	
	ESSENTIAL
	DESIRABLE
	MEANS OF ASSESSMENT

	Qualifications 
	Level 3 in Business Administration or equivalent level of work-related knowledge and experience in an appropriate discipline.
	ECDL or equivalent ICT Qualification

RSA Level II or equivalent typing qualification


	Application form / Certificates

	Experience
	Experience of working as part of a team

Experience of providing administrative support to a team or individual

Organising and supporting meetings / events

	Working in a large and complex organisation 

Invoice Processing and Budget Monitoring

Audio typing


	Application / Interview / Reference

	Knowledge & Skills
	IT Skills including Microsoft Office - Word, Excel and PowerPoint

Excellent Communication Skills –with the ability to communicate effectively both verbally and in writing with a wide range of stakeholders in a clear and accurate manner
Good organisational skills in order to deal with conflicting priorities and meet deadlines 

Good attention to detail


	Knowledge of the Data Protection Act 1998 and Access to Medical Reports Act 1988.


	Application / Interview / Reference

	Specific behaviours relevant to the post


	Demonstrate the Council’s Behaviours which underpin the Culture Statement

Ability to work on own initiative

Ability to maintain confidentiality

Adaptable and flexible approach to work
Passionate and committed


	Emotional resilience
	Application / Interview / Reference

	Other requirements
	Keen interest in Health & Wellbeing

Willingness to undertake research in order to enhance and develop service delivery

	
	Application / Interview
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