
 

 

 

Job Profile 

Job Title: Clinical Practice Administrator (Initial 12 
month fixed term contract – secondments 
considered) 

Hours: 15 hours per week 
 

Location: Hybrid working – from home and at our 
offices at: 
 
Shropshire Partners in Care 
6, The Farriers Business Centre,  
Annscroft,  
Shrewsbury  
SY5 8AN 
 

Responsible to: Clinical Practice Education Lead 
 

Accountable to: Chief Officer 
 

Salary: 
 

£7,418 pa for 15 hours per week 

Special Allowances: Casual Car User @ 45p per mile 
 

 
Job Purpose 
 
You will be part of a team responsible for delivering the administrative function of 
Shropshire Partners in Care, with a specific focus on supporting the Clinical Practice 
Education Team, their engagement with our members and any training or events delivered 
by the Team. 
 
Aims of Role 
 
 To support the functions of the Clinical Practice Education Team. 
 To support the development and delivery of training sessions and courses with specific 

responsibility for adding details to the Shropshire Partners in Care training portal (CRM), 
advertising, booking and acting as a first point of contact with learners. 

 To work independently under the leadership of the Clinical Practice Education Lead. 
 
Duties 
 
1. Provide support to the training function of Shropshire Partners in Care (SPiC) by having 

responsibility for setting up courses and events. This includes adding and managing courses to 
the SPiC training portal (CRM), advertising courses, and providing administrative support to the 
Clinical Practice Education Team as required. 

2. Liaise with external partner organisations including Shropshire Community Health NHS Trust, 
the Integrated Care Board and the Social and Healthcare Partnership Training Academy. 



 

 

3. Provide support to our membership and external customers regarding all the services SPiC 
offers. 

4. Be responsible for keeping SPiC systems up to date. 
5. Undertake general office duties not limited to, but including answering telephones, meeting and 

greeting visitors, setting up and clearing training rooms, arranging both face to face and online 
meetings, sorting and taking post. 

6. Organise ad hoc events and seminars, including on the advance planning and on the day event 
management. 

7. Contribute to safe systems of work to comply with the organisations Health & Safety policies 
and procedures. 

8. Attend and participate in training to develop relevant knowledge and skills. 
9. Maintain a high level of confidentiality and discretion at all times when dealing with sensitive 

information. 
 

The post holder may be required to undertake other related duties not specifically mentioned above. 
Any changes to this role specification will be made in consultation with the post holder.



 

 

Person Specification – Clinical Practice Administrator 

For effective performance of the duties of the post the post holder will be able to demonstrate, as a minimum, the skills and knowledge detailed in 
‘Essential Criteria’. 

 Essential Criteria Desirable Criteria Measurable 
Education/ 
Qualification 

1. Educated to GCSE level or equivalent. 
 

1. A qualification in the following: 
 Business Administration 
 IT 
 Customer Services 

Application form 
Certificates 
Interview 

Skills 1. Experience of working in a busy office and remotely. 
2. Experience of working with data and databases. 
3. Experience of working with customers. 
4. Strong computer literacy including effective use of the 

Microsoft Office suite. 
5. Excellent organisational skills with the ability to 

prioritise and meet deadlines. 
6. Excellent verbal and written communication skills. 
7. Ability to work and communicate effectively within a 

multidisciplinary team setting. 

1. Experience of working with or in the independent 
social care sector. 

2. Project administration/management experience. 
3. Event planning experience. 
4. Experience of data interrogation, interpretation and 

presentation. 
5. Experience of IT systems management processes. 

Interview 

Qualities 1. Methodical and organised. 
2. Focused on providing excellent customer service. 
3. Ability to work independently and as part of a team. 
4. Ability to cope and work effectively in a pressurised 

environment and manage day to day pressures. 
5. Self-motivated and enthusiastic. 
6. Ability to understand the importance of acting in a 

confidential manner. 

 Interview 

Other 1. Enthusiasm for the post. 
2. Willingness to travel within the locality (Shropshire, 

Telford & Wrekin). 

 Interview  

Special Working 
Conditions 

1. Must have the use of a car for business use. 
2. Must be prepared to work flexibly as required. 

 Application form 
Interview 

 


