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KEY INFORMATION
Job title



Clerical Assistant
Status 



Full Time
Contract basis 


This is a fixed term post until 31 March 2015
Base 


NIHR CRN CC, Leeds
Salary and grade 


£17,111 – 19,743 p.a. (Grade 4)  
plus University of Leeds benefits
Closing date for applications
1 August 2010
Interviews are expected to take
9 August 2010
place on

Informal Enquiries


Claire Black, Business Support Manager: 

tel +44 (0)113 343 0334 
email claire.h.black@nihr.ac.uk
POST SUMMARY
An exciting opportunity has arisen for a highly motivated individual to join, and play a key role, within the Coordinating Centre’s Business Management team. As an experienced Clerical Assistant you will provide high quality support to your colleagues in this busy team and operate the reception area on a daily basis.

You will be professional and extremely organised with excellent communications skills. You will also have front of house receptionist experience. Good IT skills and a familiarity with MS Office are a must as are strong problem solving skills and a willingness to adapt to change. The ability to work on your own initiative is essential.

You will be supervised by Claire Black, Business Support Manager, on a day to day basis and be professionally accountable to the Business Manager. 
RESPONSIBILITIES
The Clerical Assistant is responsible for the following areas of work:

Clerical

· To carry out daily, weekly and monthly tasks to ensure the Leeds office operates to a high standard from a clerical perspective

· To take responsibility for the effective and timely organisation of the NIHR All Staff Meetings
· To update the organisation's telephone contacts and email distribution lists


· To provide a wide range of quality clerical duties for members of the Directorate supporting colleagues in a flexible manner

· To process travel and accommodation (both national and international) for senior colleagues as and when required and follow up any queries if necessary

· To book meeting rooms / venues using both internal and external resources

· To act as the Business Management team contact for all purchasing requirements/queries and liaise closely with the Purchasing team

· To contribute to Administration Team meetings to share information specific to own work

· To work as a member of the wider national Business Management team, including colleagues in London to ensure tasks are carried out in an efficient and timely manner
Reception

· To operate the NIHR reception desk on a daily basis during the receptionist’s breaks and providing cover for the receptionist’s holidays as required
· To greet visitors and new staff to the department ensuring that they are dealt with in a professional, courteous and helpful way. To provide them with the information they require and / or direct them to their end destination in an efficient manner 

· To promptly answer, and respond to, all enquiries either by telephone, voicemail or email in a professional manner, using own initiative and discretion, when referring queries to the appropriate member of staff / team
· To distribute  internal and external mail for staff and to process and record registered mail and packages for any events
Human Resources

· To  prepare induction documentation for new starters

· In the absence of the HR Assistant, assist with sickness absence administration

· To assist with recruitment administration to include: taking applicant details by phone, letter, email, in person, and from the voicemail system; sending out application forms; preparing applicant lists; placing adverts on the Intranet and the NIHR CRN CC website
· To assist with interview arrangements including: sending letters to interviewees; preparing documents for interview panels; booking rooms/ equipment/ catering; requesting references 
· To assist the HR Assistant with the servicing of any interviews as required

· To prepare new annual leave cards for staff as required and to take  responsibility for processing any approved leave and updating the internal shared annual leave calendar
Other

· To participate in the rota arrangements that ensure the Business Support office is staffed between the hours of 09:00-17:00 Monday to Friday, over lunchtimes and to cover other annual leave

.
The job description provides a framework for the role and should not be regarded as a definitive list of duties and responsibilities, which will develop and change over time through natural progression.

PERSON SPECIFICATION
Specifically, you must be able to demonstrate the following experience and competencies, or their equivalents in other fields:
	
	Essential
	Desirable



	Excellent communication and interpersonal skills
	(
	

	Experience of working in a busy customer service focused reception environment
	(
	

	Computer literate and competent keyboard skills with experience of using Microsoft Office suite, in particular Word, Excel.
	(
	

	Excellent attitude to work and a willingness to provide assistance where required.
	(
	

	Experience of working in a busy office environment where the ability to meet tight deadlines is crucial.
	(
	

	The ability to remain calm under pressure and deal with multiple demands even when busy.
	(
	

	Evidence of effective organisational skills including diary management and meeting arrangements
	(
	

	Good general education (with GCSE English or equivalent at Grade C or above)
	(
	

	Evidence of an ability to use own initiative
	(
	

	Evidence of an ability to manage confidential information in an appropriate manner
	(
	

	Knowledge of organising national/international travel
	
	(

	Familiarity with medical, scientific and/or research methodology
	
	(

	Experience of University and/or NHS administrative procedures
	
	(


THE NATIONAL INSTITUTE FOR HEALTH RESEARCH CLINICAL RESEARCH NETWORK (NIHR CRN)
The National Institute for Health Research
The Clinical Research Network is a key part of the National Institute for Health Research.

The National Institute for Health Research was established by the Department of Health to create a world-class health research system within the NHS, with the strategic aim of improving the health and wealth of the nation through research.
The National Institute for Health Research encompasses a number of different strands:
· Faculty – working to train and develop outstanding researchers
· Systems – facilitating research and safeguarding patients

· Research – leading-edge research focused on the needs of patients and the public

· Infrastructure – providing the support and facilities the NHS needs for first class research
The Clinical Research Network, including the Coordinating Centre, forms the major part of the ‘Infrastructure’ strand.
The Clinical Research Network

The CRN comprises eight national networks across England, established from 2001 onwards.
The eight Networks are:

· Six ‘topic specific’ Research Networks (Cancer, Diabetes, Dementias & Neurodegenerative Diseases, Medicines for Children, Mental Health, and Stroke)

· A Primary Care Research Network

· The Comprehensive Clinical Research Network, which supports all those health topics not addressed by the topic networks, supports NHS Research Management and Governance for CRN Portfolio studies, and provides additional support for the topic specific networks.
Each Clinical Research network is led by a national Director. The six topic specific networks each have separate Coordinating Centre; the Primary Care and Comprehensive Networks are managed directly by the NIHR CRN Coordinating Centre.
The CRN is highly successful and attracts international acclaim as a unique, world-leading initiative to support all types of high-quality clinical research, in all sectors and healthcare organisations, on a national scale.
NIHR CRN Coordinating Centre
The NIHR CRN Coordinating Centre provides overall management and coordination of the CRN. It is responsible for the development and delivery of the operating systems that underpin the whole initiative, for provision of support and guidance to networks within a performance management framework.

The Coordinating Centre is hosted by the University of Leeds, in collaboration with University College London and the Medical Research Council (through the MRC Clinical Trials Unit). The main office is in Leeds, with a second office in London.
The role of the Clinical Research Network, and its Coordinating Centre, is to provide the NHS infrastructure needed to deliver the research funded by the overall National Institute for Health Research, and its partners.
This includes:

· Providing researchers with advice on the feasibility of studies, to ensure they can be delivered through the NHS 

· Running systems to streamline the processes associated with gaining permission to run  clinical research in the NHS, and reducing the set-up time for research studies
· Funding and supporting an infrastructure of trained research support staff and facilities in the NHS. 
· Maintaining a knowledge base of NHS sites and their research strengths and capabilities, for researchers to access as a resource

Supporting industry

The CRN CC Industry Team supports direct and indirect collaboration between the Pharmaceutical, Biotechnology and Medical Technology Industries and the CRN, including oversight of the activities of the CRN to facilitate delivery of Industry-sponsored studies on the CRN Portfolio.
Further information

For further information about the Coordinating Centre, please visit our website:

www.crncc.nihr.ac.uk 

The National Institute for Health Research (overall)

 www.nihr.ac.uk
THE UNIVERSITY OF LEEDS
The Clinical Research Network Coordinating Centre is hosted by the University of Leeds.

Coordinating Centre staff are University of Leeds employees and are entitled to the full range of staff benefits available under the University’s “Benefits +” scheme.  These benefits are outlined at:  www.leeds.ac.uk/hr/benefits 
To find out what it’s like to work at the University of Leeds, you can also view an online DVD at: www.leeds.ac.uk/hr/jobs/dvd.htm 

For more general information about the University of Leeds, and the terms and conditions of appointments, please visit:  www.leeds.ac.uk 

FURTHER INFORMATION ABOUT YOUR APPLICATION
Data protection

The information you provide in your application will be used to consider your suitability for the post for which you have applied.  If your application is not successful the information will be disposed of confidentially after 9 months. Replies will be treated in complete confidence.
If your application is successful and you are appointed, your information and future data will be processed in accordance with the University of Leeds Data Protection Code of Practice.  You can read more about this at:  www.leeds.ac.uk/hr/policy/index.htm 

Criminal record disclosure

A Criminal Records Disclosure is not required for this position.  However, applicants who have unspent convictions must indicate this in section eight of the application form. 
Disabled applicants

The University of Leeds values diversity and is determined to ensure that its opportunities are open to all.  You can read more about the University’s equality and diversity policy at: www.equality.leeds.ac.uk/ed/policy 

If you are a disabled applicant, you are not obliged to inform us of your disability, but you will still be covered by the Disability Discrimination Act once your disability becomes known.

This post is based at:  Fairbairn House, Clarendon Road, Leeds.  If you wish to review access to the building before you make your application, you are welcome to do so.  Please contact:  00 44 (0) 113 343 3927 or email disability@leeds.ac.uk to make the necessary arrangements.

Right to work in the UK

Under Home Office UK Border Agency regulations, employers who wish to appoint a worker from overseas  who do not already hold the right to work in the UK under an immigration category (other than those holding Tier 2 certificate status) are required to demonstrate that they are unable to recruit a resident worker.  Applications from candidates that require Tier 2 immigration status to work in the UK are welcome and will be considered alongside all other applications. Non-EEA candidates may not be appointed to a post if a suitably qualified, experienced and skilled EU/EEA candidate is available to take up the post as the employing body is unlikely, in these circumstances, to satisfy the Resident Labour Market Test. For further information and to self -assess the likelihood of obtaining a Certificate of Sponsorship for this post please visit the Home office UK Border Office: (http://www.ukba.homeoffice.gov.uk/)

Health and Safety Responsibilities

You are required to adhere to and comply with the provisions of the Health and Safety at Work Act, related Regulations, and act in accordance with the University’s Policy on Health and Safety which can be accessed via:

http://www.leeds.ac.uk/safety
In addition you are also required to co-operate with regard to the implementation of the Health and Safety arrangements and should not interfere with or misuse anything provided in the interest of Health, Safety and Welfare at Work.

For more information on the University and terms and conditions of appointments please visit http://www.leeds.ac.uk
To find out what it’s like to work at the University of Leeds, view our DVD online at:

http://www.leeds.ac.uk/hr/jobs/dvd.htm 

Equality and Diversity Statement

The University of Leeds is proud to be a multi-cultural community. We value diversity, and are determined to ensure:

· that we treat all individuals fairly, with dignity and respect;

· that the opportunities we provide are open to all;

· that we provide a safe, supportive and welcoming environment – for staff,
for students and for visitors.


We recognise that we still have work to do to secure a truly inclusive community, and we are committed to a wide-ranging plan of action to tackle discrimination and to promote diversity.

The Equality and Diversity Statement forms part of the University’s Equality and Diversity Policy, which applies to staff and students alike and is available on the University’s website at: http://www.equality.leeds.ac.uk/ed/policy/
The University has published the following policies and codes of practice which are linked to the Equality and Diversity policy. They are also available on the University’s website:

· The Race Equality Policy,

· The Disability Equality Scheme

· The Gender Equality Scheme 

· The Code of Practice on Harassment and Bullying  
Further information and advice are available from The Equality Service, Telephone: +44 (0)113 343 3927 or by email to equality@leeds.ac.uk.

HOW TO APPLY
What you need to do

To apply for this post, please complete and provide:

· A completed application form.  A downloadable application form, which will allow you to email your application back, is available at:  www.leeds.ac.uk/hr/forms/index.htm#recruitment   
· A curriculum vitae

· An equal opportunities monitoring form.  You can find this at: http:/tldynamic.leeds.ac.uk/equalopps  

If you require paper copies of any of this documentation, please contact:

Laura Dowling on 0113 343 0386 or laura.dowling@nihr.ac.uk
Notes on completing your application

· Please ensure that you have filled out the application form fully, as incomplete forms will not be considered

· When filling out the “profile” section of the application form, please refer closely to the person specification provided in this pack, and ensure that you provide clear evidence of how you meet each of the requirements laid out.  Please continue on additional sheets if necessary.

· We encourage applications to email their completed application form and CV to us, and to complete the equal opportunities monitoring form online, as this is the most efficient and environmentally-friendly option.  However, if you are unable to do so, you may submit your application documents by post.

Where and when to submit your application

· You can EMAIL your completed application form and CV to: Laura Dowling at laura.dowling@nihr.ac.uk.  Please quote the job reference number, which you will find on the front page of this application pack.  Please also remember to complete the online equal opportunities form 

OR

· You can POST your completed application form, CV and equal opportunities form to:

Laura Dowling
National Institute for Health Research

Clinical Research Network Coordinating Centre

Fairbairn House

University of Leeds

71-75 Clarendon Road

Leeds

LS2 9PH  

PLEASE ENSURE THAT YOUR APPLICATION DOCUMENTS REACH US BY:  
1 August 2010
What happens next…
Your application will be reviewed and assessed against the criteria for the role.
If you are selected for interview, you can expect to hear from us not later than four weeks after the closing date.

If you are not selected for interview, we will not contact you again.

Please note that, due to the high numbers of applicants for posts, it may not be possible to give specific individual feedback to applicants who have been unsuccessful at the shortlisting stage.

	Thank you for your interest in the National Institute for Health Research, Clinical Research Network, and good luck with your application.
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