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JOB TITLE		Administrator to the Guardian of Safe and Flexible Working (GoSFW) 	
[bookmark: _Hlk172633081]BAND 		3

	Job Summary

	· Provide a professional, effective and efficient administrative support function to the Guardian. 
· Collate and provide information to support Health Board compliance with the 2026 Terms and Conditions for Resident Doctors.
· Receive, and where necessary, escalate exception reports.
· Compile weekly and quarterly reports.


	Responsible to

	[bookmark: Text1]Reporting:       

	[bookmark: Text2]Accountable:       
	[bookmark: Text3]Professionally:       

	Responsibilities and Duties

	Planning and Design
The post holder will provide professional, efficient and effective administrative support to the Guardian to enable the Health Board/Trust to comply with the 2026 Terms and Conditions for Resident Doctors in relation to exception reporting. 

Provide support for the actions on outcomes of the Resident Doctor Forum meetings. 

Be flexible with working patterns, as there will be complex and challenging situations where the work may fall outside of the practices highlighted within this job description.

The post holder will be guided by established processes but will also be required to act on their own initiative with advice from the Guardian where needed. 

Act independently within established policies and procedures, and own remit. 

Improvement and Monitoring
Analyse data and information received and identify trends of high-risk Exception Reporting across Departments.

Monitor the system database on a daily basis for all Exception Reports logged.

Escalate any Immediate Safety Concerns generated via an Exception Report to the Guardian.

Monitor deadlines for the review process of Exception Reports by Educational Supervisors and proactively seek resolution within required response times.

Work with the Guardian to identify where there are areas of concern and support the development of action plans and reports in relation to this

Communications
Communicate with colleagues in a courteous, professional and timely manner at all times. 

Deal with all day-to-day correspondence on Exception Reporting – initiating appropriate responses in order to provide relevant staff with the required information. 

Liaise with Resident Doctors, Educational Supervisors, Rota Co-ordinators and Service Managers to ensure submission of claim forms or via the roster for payment arising from Exception Reporting are processed within contractual timescales. 

Be the first point of contact for the Resident Doctor Forum or its members and wider Resident Doctor group in relation to Exception Reporting issues. 

Answer calls from Resident Doctors, Educational Supervisor’s and other staff regarding Exception Reporting matters.

Provide first line administrative advice and support to Resident Doctors on Exception Reporting matters. 

Relay relevant information to the Guardian, DME’s, Medical Staffing, Medical Education and Educational Supervisor colleagues on a daily basis.

May encounter distressing situations where either doctors may be distressed by their rota patterns etc or in those incidences where patient safety has been compromised. They may also receive verbal and written aggression where staff are aggrieved, and in these circumstances should make use of all available support provided within the workplace to resolve this. 

Proactively manage confidential and sensitive email communication in line with HB/Trust policy

Finance and Budget
Maintain records of financial penalties imposed under the Guardian agreement and ensure that monies received and disbursed are accounted for. This will require working closely with the finance business partner for the area. 

Management, Leadership and/or Training
Assist with the regular training of Educational Supervisors and Resident Doctors on the Exception Reporting system and process.

Attend meetings to provide training and disseminate information about the Guardian’s process and issues/resolutions. 

Digital and Information
Be the first point of contact for exception reports raised by resident doctors and will escalate any issues to the Guardian in accordance with established processes. These will include any situations where safety is compromised. 

Ensure all data, whether paper based or electronic, is stored, retrieved and archived according to Trust /Health Board standards and maintaining data protection. 

Ensure that all parties are set up on the system in a timely manner with their log in details.

Undertake filing, photocopying, typing of e-mails and compilation of letters as requested. 

Collate information for ad hoc and reports to the Board and to the Lead Guardian from various sources – developing and creating reports from systems including but not limited to Allocate/Patchwork/ESR/Bank data.

Maintain the housekeeping of the Exception Reporting system – closing down Exception Reports where agreed outcomes have not been formally closed on the system.

Prepare, update and record IT databases on a daily basis with information as directed. 


	[bookmark: _Hlk148604444]PERSON SPECIFICATION

	[bookmark: _Hlk148604390][bookmark: _Hlk148604307]Qualifications and Knowledge	

	Essential
Minimum GCSE grade A-C or equivalent in Maths and English 
NVQ III in Administration 
Knowledge of MS office suite

Desirable
Knowledge of medical rotas and the terms and conditions for medical staff

	[bookmark: _Hlk148604455]Experience

	Essential
Prior experience working within an office environment.
Experience with MS office. 
Knowledge of developing and managing databases.
Ability to manipulate data to produce reports.

	[bookmark: _Hlk148604486]Skills and Attributes

	Essential
Excellent written and verbal communication skills, ability to develop good interpersonal working relationships. 
Numerate.
Able to manipulate data and produce spreadsheets and reports, data entry and excellent keyboard skills.
Able to develop databases and recording mechanisms in line with the requirements of the post and the policies and procedures of the employing organisation. 

Desirable
Welsh Language Skills are desirable in understanding, speaking, reading, and writing in Welsh.
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	Satisfactory Standard/Enhanced DBS clearance including Adults and Childrens Barred List check.
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