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Position: Senior Administration Officer
1. Key aspects of the position

Location:
Fort Grey TB Hospital, near East London airport, Eastern Cape

Programme:
TB-HIV Programme

Remuneration:
R175,000 p.a.
Job Code:
DWF401

Reporting to:
HIV-TB Project Manager

Start Date:
March 2011
Job Type:
1 year contract, with possibility for extension subject to performance 



and availability of funding.

Summary:
The Senior Administration Officer plays an instrumental role in ensuring the 
provision of efficient and effective referral paths with all health facilities, referring patients to and from Fort Grey Hospital, from many district hospitals, community health centres and primary health care clinics. The incumbent will assist with improving information management and monitoring and evaluation to reduce the loss to follow-up rate of patients moving along referral paths. The Senior Administration Officer will be employed by DWF and based at Fort Grey TB Hospital working with Fort Grey TB Hospital Management.
2. Programme Background
· Fort Grey TB Hospital is managing the referrals from hundreds of facilities in the Eastern Cape; clinically managing complicated drug resistant TB.  

· The Donald Woods Foundation and Fort Grey TB Hospital have initiated a joint partnership focusing on setting up effective referral centre to and from Fort Grey TB Hospital for Drug Resistant TB patients.

3. Essential Requirements
· Strong isiXhosa and English

· Good experience of verbal and written reporting in English.

· Data management and health related information including HIV/TB
· Computer literacy
· Excellent written and oral communication skills with ability to impart ideas
· Ability to handle a variety of tasks
· Time management skills 
· Previous experience working in team environment
· Supervisory experience required,
· Competency as a team leader,
· Strong customer service orientation,
· Highly self-motivated and directed
· Senior Certificate with 5 years’ experience in administration or relevant Degree or Diploma plus 3 years’ experience in administration

4. Role and Responsibilities

· Supervision of Administration Clerks

· Monitoring and performance management of administration clerks as per guidelines

· Assist and support the team in identifying and implementing methods which increase safety, efficiency and effectiveness

· Promote effective communication and working relation within the team and within other support services

· Ensure the development of team members to improve customer service and reduce the risk of the organisation to unforeseen departures. 

· Responsible to record and report all services rendered on the required data collection tools at the time of services delivery.

· Provide efficient comprehensive patient administration and registration services for inpatients, outpatients, admissions, discharges, transferred out and down referred patients for the institution (correctly, timeously and accurately)

· Respond to gaps in recording and reporting and implementation of programme guidelines and implement the necessary corrective measures to improve the quality of data collected

· Register patients into relevant register including NHLS results and be able to interpret those results

· Capture all patient details and Compile patient folders that contain the relevant documentation

· Maintain files neat and complete, retrieve folders from medical records for doctors to review 

· Schedule patient consultations with doctors and arrange future appointments for discharged patients before they leave

· Capture data into registers, statistics, summaries, collate data even in the absence of the data capturer. 

· Tracking patient movements from the wards and those that have been discharged and down referred 

· Perform clerical duties – photocopying, answering telephones and booking beds for patients

· Write and compile weekly, quarterly and monthly reports

· Perform all other duties as assigned or as the situation dictates.
5. How to Apply

· If you wish to apply, please submit a letter detailing your relevant experience, skills (one page maximum) and CV. Email applications to fortgreyjobs@donaldwoods.org quoting the reference DWF401 in the title of the email. Applications must arrive no later than 12h00 on Monday 14th February 2011.
· To save on administration costs, only candidates progressing to interview stage will be contacted. 
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