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JOB DESCRIPTION
This form summarises the purpose of the job and lists its key tasks.
It may be varied from time to time at the discretion of the College in consultation with the postholder.
	Job Title: CSS Administrator – Fixed Term Contract
	Job ref no: CSS-0049-26

	Grade: 4
	Department: Clinical Science & Services 

	Accountable to: Departmental Administration Manager 
	Responsible for: N/A


	Job summary:

A key role within this very busy department, with responsibilities of raising, placing and approval of purchase orders, processing of delivery notes/invoices, invoice queries including dealing with suppliers and internal departments for all Clinical Services units. To work with colleagues across Clinical Services & RVC Finance to ensure compliance with the RVC financial processes, promote Value for Money and best procurement practice. 
Key tasks include:
· Contribute positively and actively to provide a high level of administrative support

· Use of systems to support effective stock management including timely updating of prices (RxWorks/Agresso)
· Using Agresso to raise purchase orders, invoices, and internal transfers, whilst running reports to check balances and payment status
· Regular housekeeping of all relevant systems 
· Administration of hospital stock takes
 


	Competency: Communication
Key tasks:
· Excellent oral and written communication skills

· A positive and enthusiastic approach to all members of the RVC community, clients, and suppliers

· Displaying tact and discretion, and exhibiting a professional manner at all times

· Liaise with suppliers and internal departments, including Finance, for purchasing related queries, including invoice queries, verbally and in writing
· Daily contact with colleagues across the College for purchasing and system queries


	Competency: Teamwork
Key tasks:

· Build strong relationships and liaise with colleagues at all levels across the College.
· Ability to be self-motivated.
· Actively participate in working groups as required.

· Work effectively with colleagues, providing support & motivation.


	Competency: Service Delivery
Key tasks:
· Responsible for ensuring all items are priced correctly on the hospital management system, adding new items and procedures as required.
· Produce reports as required.
· Provide a very high standard of support service on all purchasing matters (purchase order approvals, goods receipts & invoice processing, internal transfers) across CSD, ensuring availability of support by telephone, email and face to face, providing a prompt response, visiting other units and Departments’ as necessary to engage with others and assist.

· Main point of contact for all manufacturers, suppliers and service contract providers for CSD, handling queries promptly and effectively and creating a very good impression of RVC to external contacts.



	Competency: Decision Making
Key tasks:
· Make decisions daily regarding prioritising of workload to ensure deadlines are met and work is of the highest standard in a fast paced and constantly changing environment

· Make decisions on suitability of suppliers for CSD, sourcing new suppliers where appropriate, basing decisions on Value For Money, RVC procurement policy, and quality of products and service

· Use of own discretion and decision making skills when dealing with all queries as circumstances require.



	Competency: Planning and Organising Resources
Key tasks: 

· Daily prioritisation of workload

· Planning to meet all end of month/year deadlines effectively

· Planning delivery of items and liaising with other staff where necessary to assist.
· Administration of annual stock takes across all clinical units.


	Competency: Initiative and problem solving
Key tasks: 
· Act as hospitals link to Finance department to resolve queries, keep up to date, and to implement changes in financial processes as appropriate

· Work with Finance Systems team to identify systems development needs, & resolve system fault

· Use of own initiative to deal with problems as required


	Competency: Analysis and Research
Key tasks: 

· Using Agresso, RxWorks and other systems, gather data to produce timely and accurate reports

· Search databases for information, design spreadsheets and present information effectively as required.


	Flexibility: To deliver services effectively, a degree of flexibility is needed, and the post holder may be required to perform work not specifically referred to above.


