


JOB DESCRIPTION

JOB TITLE:

   Hub Quality Support Administrator
RESPONSIBLE TO:                  Quality Team Manager 
ACCOUNTABLE TO:               Shared Services Manager         

WORKING PATTERN:             Full Time (Monday-Friday – 9:00am-5:30pm)
 Care UK’s Values:
· Passionate
· Caring

· Teamwork
Job Summary:

The Shared Services Hub team is a critical component of the Central Operations function and is based at the Colchester office. Their purpose is to provide front line support and query resolution to both internal and external customers. The Quality Support teams sits within the Hub Shared Services team and provides key support to the wider Quality and Governance team and our care homes.
Key Role Responsibilities:
The Quality Support administrator will provide a professional, accurate and friendly service to key customers including Care Home Managers and the wider Quality and Governance Team.

They are responsible for maintaining relevant databases and information systems. Collating data from our services and externally sources when appropriate. Providing administrative and secretarial functions to the Quality and Governance Team and being able to analyse the data recorded. They will be comfortable with Microsoft programmes, in particular Excel and willing to develop their skills. 
Key Accountabilities:
· Maintain relevant databases and information systems, using formulas and Excel formatting where appropriate
· Accurately input data into databases and spreadsheets to enable analysis of information and trends

· Provide support in the day-to-day maintenance and updating of databases and Information systems

· Develop and maintain additional databases to support the Care Quality and Governance team function

· Collate and distribute data and information from our services and External sources when appropriate

· Extract relevant information from monthly reports and information systems for inclusion in CQG databases

· Provide administrative and secretarial functions to the Quality & Governance Team

· Book venues for meetings and ensure appropriate equipment and refreshments are available.

· Update outlook diaries, book transport and accommodation when required.

· Maintenance of team ‘T’ Drive

	CRITERIA
	ESSENTIAL
	DESIRABLE

	Qualifications


	· GCSEs (or equivalent) including English
	· GCSE Maths

· AS or A2 qualification

· Business Admin qualification

· Customer Service qualification



	Experience
	· Experience in a Customer Service or Administration role
	· Experience of working in the care industry



	Technical Skills 
	· Confident in Excel; intermediate level or above. Must be able to work with formulas and other formatting functions.“
· Excellent customer service skills

· Strong Communication skills written and verbal

· Confident & competent in Word and Powerpoint

· Ability to use multiple systems simultaneously 


	

	Personal Qualities

 
	· Natural empathetic personality and caring nature
· Passionate about delivering a professional, friendly customer service – able to put the customer at the heart of everything they do
· Ability to adapt style to suit audience

· Dynamic – makes a difference

· Accurate with a high attention to detail

· Target focused – always striving to improve personal and team performance

· A desire to drive own learning and development 
· A flexible approach and the ability to deal with ambiguity when necessary
· A multi-tasker

· A self-starter

· Positive outlook

· A team player

	


