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JOB SPECIFICATION

Job Title:  
      

FUNDING & PAYROLL ADMINISTRATOR 
Reports to:


Admin manager 
JOB DESCRIPTION
Purpose and summary of job:

To be responsible the collection and collation of important information that needs to be submitted to the Finance Department strict timescale. 
Main Duties and Responsibilities:
· Responsible for the daily production of reports and bed statistics, funding authorization documentation. 
· Ensure the daily reports are carried out to a deadline on a daily basis.
· Ensure all new admissions have the necessary funding from the outset.  Submitting funding details to include admission and specialist nursing costs to the Group accounts department on a daily basis.  Maintain a diary system for all funding requests.
· Promote and ensure the good reputation of the Hospital. To act as a positive role model, maintaining and demonstrating a positive attitude towards Clients, their families, visitors and other staff.

· Maintain complete and accurate financial records of the Hospital using computer and manual systems.
· Promptly forward the required paperwork to NSbilling in regard to patient admission, specialist nursing and travel expenses. 

· Management of patient fee variations and discharges.
· Where applicable, reception cover maybe required.
·  Maintain accurate records of all petty cash transactions.
· Process all payroll information on a weekly basis.
· Order and maintain records of staff uniforms.

· Process, on a weekly basis, the receipt and review of suppliers' invoices and statements.

· Operate office equipment such as fax, photocopier and computer as required, as well as supply administrative services to the Management team as required.

· Answer the telephone and respond to all enquiries in a friendly and efficient manner.

· Provide administration support to all disciplines within the Hospital, meeting deadlines, compiling reports for reviews, meetings etc.  To take meeting minutes as required.
Communication

· Participate in staff and client meetings and attend training sessions as required.

· Maintain complete confidentiality of all matters concerning the Hospital, Clients, Staff and related work.

· Notify the Hospital Manager as soon as possible of the inability to work, and also on return to work, from all periods of absence.

Marketing

· Actively market the hospital and promote a positive personal / professional profile within the local community.

Training & Development

· Ensure own knowledge is kept up to date in relation to any changes in the MHA.
Health & Safety

· Report immediately to the Hospital Manager any illness of an infectious nature or accident incurred by a Client, Colleague, self or another.

· To support the development of the process, practice and delivery of Active Care and Recovery.

· Understand and ensure the implementation of the Hospital’s Health and Safety Policy, Emergency and Fire Procedures.

General

· To demonstrate non-discriminatory practice in all aspects of work.

· To assist in ensuring quality targets are met in accordance with agreed standards.

· To participate in agreed systems of appraisal and individual performance review with the role of employee.

· Ensure the security of the Hospital is maintained at all times.

· Adhere to all Group policies and procedures within the defined timescales, NCSC standards and guidelines, Department of Health guidelines and legislation, including the Mental Health Act and Code of Practice.

· Undertake other duties, as required, by management.
This Job Specification indicates the main duties and responsibilities of the post and it is not intended as an exhaustive list.

Please add signature and date indicating acceptance of this Job Specification.
Jobholder    ……………..……………..……..….  Signed ……….......……….…….…..…. Date: ……………….

Manager      …………..…………....…..……….  Signed ……….….………….……………. Date: …..…….………
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