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	Job Specification 

	Job Title 
	Senior OH Administrator 

	Reports to 
	Team Leader 

	Direct Reports
	N/A

	Matrix Reports
	N/A

	Location
	On-site/Worcester Head Office 

	Key Stakeholders
	Spire OH Colleagues, Senior Leadership Team, Clients 

	Role Purpose 
What service does this Role Provide?

How does it support the business?
	Senior Occupational Health (OH) Administrators are responsible for completing day to day processes undertaken by the Admin Team. Senior Administrators must understand the services we provide as a business and be able to carry out a number of daily administrative tasks and must be comfortable to train other colleagues to perform these tasks. 
Senior OH Administrator should focus on enhancing service quality, ensuring compliance, managing data and leading administrative team in delivery of outstanding service to wider range of our clients. 
A Senior Administrator undertakes all forms of communication with Spire OH colleagues and clients as well as input and manipulation of data onto Spire OH’s computerised occupational health database and ensures this data is analysed and critically evaluated on the regular basis to support business decision making. 

	Key Responsibilities

Day-to-day tasks

Key activities in their remit

What and who is the incumbent responsible for?

What are the daily/monthly/annual key outcomes?
	· Work closely with Team Leader to review and improve processes and service delivery.  
· Be the first point of escalation for Administrators. 
· Support in audit and training of new and existing Administrators within the service. 
· Deputise in the absence of the Admin Team lead. 
· Coach and support Administrators to ensure compliance with business policies and procedures. 
· Ensure that appointment details and information are despatched to clients/employees with due regard to accuracy and timeframes. 
· Work closely with other members of the Admin Team to ensure all administrative tasks are dealt with efficiently. 
· As requested by the management team prepare summary reports and provide insights to service deliveries and include recommendations. 
· Answer and deal with incoming calls & e-mails alongside other members of the Admin Team. 
· Support Admin Team Leader in planning and implementation of new processes. 
· Conducting outbound calls.
· Ensure the administrative processes are completed within our service level agreements (SLAs), timescales and prioritise administrative workload accordingly.
· Deal effectively with difficult calls/queries/complaints – escalating them to the Management Team if required. 
· Maintain the confidentiality of all to client and employee related information. 
· Maintain a professional, polite and helpful approach to colleagues and clients at all times.
· Adhere to workplace standards including punctuality, conduct and efficiency levels. 
· Maintain high levels of accuracy and attention to detail with regards to all information on files and Spire OH’s online database.
· Generate a range of standard letters, email responses/updates and other documents normally relying upon standard masters or where appropriate drafting new versions. 
· Scan all necessary documentation onto the system to ensure Spire OH keep all required paperwork on their shared drive or Spire OH’s online database.
· Deal with or distribute incoming/outgoing post and emails. 
· Adhere to established office practices and protocols. 
· Train others in existing or new protocols/processes, when required. 
· Support Team Leader in new starter onboarding and training.
· Provide mentoring to new members of the team. 
· Pro-actively seek to identify more efficient or new ways of working attached to existing or new processes. 
· Assist members of the Clinical or Management Team with administrative support. 
· Be flexible with working hours, i.e. possible need for staying late/starting early on occasions. 
· Ensure office workstations are neat and well organised at all times. 
· Ensure the Admin Team are following company policies, processes and have the knowledge to complete tasks accurately. 
· Support Team Leader in delivery of compliance audits.
· Undertake any other duties as may be required to assist in the smooth running of Spire OH.

	Candidate Requirements (Essential and/or desirable skills, experience and qualifications)

	· Recent administrative experience 
· Excellent organisation and time management skills
· Good spoken, listening and written communication skills 
· Good 'people skills' for building relationships with colleagues at all levels 
· The ability to plan and prioritise your own work and other people's 
· The ability to help others learn new work processes and to provide on the job training
· A good level of IT knowledge and the ability to learn new systems and applications
· Be open to training and development of your admin skills

	Behaviours and Characteristics (Traits and attributes that supports an individual’s ability to deliver in the role)

	· A responsible attitude and professional approach 
· Calmness and patience under pressure 
· Decision-making and problem-solving abilities 
· Accuracy and attention to detail

	Knowledge Required 

	· Strong knowledge of IT and Computer systems. 
· Level 3 Maths and English.
· Any customer service and/or administration training 

	Spire OH Values

	
Succeeding together
· Building collaborative relationships
· Collaboration 

Delivering on our promises
· Taking initiative
· Managing Execution
· Focusing on performance

Being outstanding
· Being authentic
· Understanding the business
· Being flexible and adaptable


	Version Control

	Job Number 
	SOHA_SOH_V1

	Sponsor
	HR Department – Spire Occupational Health 

	Date 
	March 2025 
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