POST-EI REVIEW OF NATIONAL BENCHMARK PROFILES

PROFILE:  Personal Secretary                     BAND:  2                   REVIEW DATE: 10.6.04

Profile necessary?
Yes
PM 18 BM 92 NM 14

Change to:
Proposed

Change?
Reason?

Profile label


Secretary Entry Level 
Labelling conventions

Bold statements
Yes
See harmonised text

Job statement


Change 1 to provides secretarial support to non medical staff
Clarity 

CRS


Minor wording change to rationale
Clarity

KTE


Minor wording changes including or equivalent after qualifications
Consistency

AJS





POS





PS





PCC





PSDI


Add rationale
Clarity

FPR


Add level 1 rationale 
Clarity

HR





IR


Minor change to wording of rationale
Clarity

RD


 Add rationale
Clarity

FA


Change rationale to be consistent with Medical Secretary profile
Consistency

PE


 Delete level 1
Consistency with Medical Secretary profile

ME


Minor wording changes to rationale
Consistency with Medical Secretary profile



EE


Add rationale for level 1 
Clarity

WC


Delete level 1 and add level 2(e)
Better reflects duties of post, evidence from matching

Points range
200 - 214


Band
Band 2


JOB TITLE:

SECRETARY ENTRY LEVEL

JOB STATEMENT:
1
Provide secretarial support to non-medical staff

2
Liases with other departments

3
Maintains records

Factor
Relevant Job Information
JE Level
JE Score

Communication & Relationship Skills
Provide and receive routine information, to inform work colleagues, patients, clients
Provide information to staff from other departments, external contacts
2
12

Knowledge, Training & Experience
Range of  work procedures and practices; base level of theoretical knowledge
Knowledge of a range of secretarial procedures; knowledge of software programmes; acquired through NVQ3, RSA3 or equivalent
3
60

Analytical & Judgemental Skills
Judgements involving facts or situations, some requiring analysis
Prioritises work, resolves conflicting diary appointments and schedules
2
15

Planning & Organisational Skills
Plan and organise straightforward activities, some ongoing

Arranges meetings on a regular basis, manages diary
2
15

Physical Skills
Developed physical skills; advanced keyboard use
Touch typing
3(a)
27

Responsibility for Patient/Client Care
Assist patients/clients during incidental contacts

Incidental contact with patients
1
4

Responsibility for Policy/Service Development
Follow policies in own role, may be required to comment

May comment on existing secretarial policies and procedures
1
5

Responsibility for Financial & Physical Resources
Personal duty of care in relation to equipment, resources/Handles cash, valuables; maintains stock control
Careful use of office equipment/ responsible for petty cash; maintains departmental stationery stock
1 /2(a)/ 2(c) 
5-12

Responsibility for Human Resources
Demonstrates own activities to new or less experienced employees 

Demonstrates duties to new starters
1
5

Responsibility for Information Resources
Data entry, text processing, storage of records; Take and transcribe formal minutes
Process and store records/ transcribe and type up minutes
2(a)/3(a)
9-16

Responsibility for Research & Development
Undertake surveys or audits, as necessary to own work

Completes e.g. staff surveys
1
5

Freedom to Act
Standard operating procedures, someone available for reference
Guided by standard operating procedures, someone generally available for reference
2
12

Physical Effort
Frequent sitting or standing in a restricted position Word process and input for a substantial proportion of working time
 2(a)
7

Mental Effort
Frequent concentration; work pattern predictable
Concentration for transcribing, typing complicated documents
2(a)
7

Emotional Effort
Exposure to distressing or emotional  circumstances is rare

Limited exposure
1
5

Working Conditions
Use VDU equipment more or less continuously

Word process for substantial proportion of time
2
7

JE Score/Band
JE Score 200 – 214
Band 2


