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The Clinical Admin Support volunteer will role model our core values…





Purpose of Volunteering Role:


To support the Clinical Admin team and clinical staff with day-to-day running of the ward and other clinical areas as needed e.g. Outpatients and community.





























Title of Volunteering Role:


Clinical Admin Support Volunteer


Reports to:


Clinical Administration Team Leader (Little Hulton)








Volunteering Hours:


Monday - Hours can be flexible





Department and Location of Volunteering Role:


Inpatient Unit, Clinical Admin Offices, Little Hulton








Volunteering Role Profile





Any post holder within the organisation will be expected to undertake safeguarding training appropriate to their role and adhere to safeguarding policies and procedures. All staff must work in accordance with their statutory roles and responsibilities in relation to safeguarding in accordance with the Working Together to Safeguarding Children 2023, The Care Act 2014, and Prevent Duty 2015.
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Tasks & Activities to be undertaken:





Scanning of patient information and uploading to electronic patient record


Taking telephone messages


Making up admission packs and bereavement packs


Printing of documents used by nursing staff and checking stock levels of these documents


Friends & Family – handing out questionnaires to patients who are at day 5 in the Hospice


Support with admission administration


Support with death and discharge administration


Helping to put away the NHS supplies order


Help with other ad hoc clinical admin duties in other areas as required











Qualifications/Skills/Experience





Essential – understanding of confidentiality, prior experience of general administrative duties, prior experience of handling sensitive information








Desirable – experience of volunteering or working in a healthcare setting; experience using an electronic patient record (e.g. EMIS); familiarity with photocopying, scanning & printing; experience of using Microsoft Outlook, Word & Excel











Training & Support Provided:








E-learning module (including IG Awareness, safeguarding, fire safety etc)


EMIS training


Job shadowing


Training for Scanning processes


Microsoft Office further training as required


Training/job shadowing around taking telephone messages








