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Post Information Pack: Administration and Prescribing Clerk

	Service
	Cranstoun Derby

	Location
	Derby City



	[bookmark: _Hlk106628215]Cranstoun is a social justice and harm reduction charity with global ambition. 
Our Vision: To be a world-class leader in rebuilding lives. 
Our Purpose: To inspire and empower people to live healthier and safer lives. 
Our Values: Ambitious, Creative, Compassionate, Collaborative, Respectful. 







Job Description 
Job purpose / context: 

· Support all members of the team in providing high quality and comprehensive customer relations, reception services and an effective administration function. 
· Support all members of the team involved in prescribing to ensure a safe and effective prescribing service is offered to clients and pharmacists. 
· Support and/or undertake a number of administration functions within the offices / service.
· Undertake a number of prescribing administration functions within the service. 
· Follow organisational incident reporting as well as CD LIN reporting procedures to ensure timely and effective incident, complaints and feedback reporting and investigation.

Responsible to:
Administration Manager

1. Duties and Responsibilities:

· Provide a welcoming and informative telephone and front of house service to all of our customers across all services.
· Respond to administration and prescribing telephone and email communications in a professional manner, ensuring all communications and related tasks are dealt with promptly and efficiently.
· Ensure customer relations are delivered effectively, working with colleagues to ensure coverage throughout the working day.
· Liaise with key stakeholders, including GP’s and Pharmacists, to support the effective delivery of the service.
· Provide effective administrative support for the service’s referral and allocation processes.
· Work with internal and external support agencies to maintain the company database, ensuring issues are resolved in a timely manner.
· Maintain, and contribute to, effective and appropriate administrative and record keeping systems, including management of prescriptions and prescribing records.
· Assist in the smooth running of prescribing clinics. 
· Liaise with Recovery Workers and Prescribers to ensure prescriptions are printed in accordance with instructions and follow prescription security procedures for tracking and distribution. 
· Ensure any repeat prescriptions are printed and distributed in accordance with the Prescriber’s instructions and within governance guidelines. 
· Manage missing prescriptions or discrepancies through medicine management procedures and ensure all governance guidelines are followed during the investigations.
· Comply with the service’s process for the safe storage and processing of prescriptions. 
· Ensure procedures are followed and suggest improvements so that our processes are effective and meet the needs of our clients and staff.
· Support the service to comply with Health and Safety requirements.
· Assist and liaise with our facilities companies/landlords and suppliers to ensure we provide and maintain a suitable working environment for staff and service users.
· Ensure our workers have sufficient resources to carry out their duties by following stock check  and ordering processes.
· Provide administrative support to members of the management team as and when required which may include attending and taking minutes at meetings. 
· Draft or issue letters, memos, minutes and reports in a professional, presentable manner. 
· Ensure timely and effective reporting of incidents as per organisational guidelines.
· Manage your own workload efficiently within the context of the administration team’s shared workload.
· Provide coaching or training for staff on administration and prescribing processes where necessary.
· Where required and appropriate, be a qualified First Aider and Fire Warden to provide relevant assistance.
· Undertake any additional duties as may be reasonably required from time to time, including support of the wider administration team.


Person Specification 

Qualifications & Experience

· Qualification in IT/office administration is desirable
· Demonstrable experience of effective office administration
· Experience of working or volunteering within the substance use field is desirable.


Abilities and attributes 

· [bookmark: _Hlk128578925]Ability to work in a pressurised environment and prioritise workload.
· Ability to work effectively and efficiently within a team and build effective working relationships.
· A non-judgemental attitude to drug / alcohol users and their family members.
· A respect for confidentiality and the need for data protection.
· An awareness of and ability to maintain professional boundaries.
· Attention to detail.
· Ability to provide a warm and welcoming approach.

Skills & Knowledge  

· Good written and verbal communication skills, including proficient typing.
· Good IT skills (proficient use of MS Office suite incorporating Word, Access and Excel).
· Organisational and administrative skills.
· Report writing skills.
· Knowledge of co-occurring conditions is desirable
· Word processing skills and knowledge of Microsoft packages.
· Knowledge of office administration.
· Knowledge and awareness of Health and Safety.

[bookmark: _Hlk183790126]Other

· Ability to travel independently and efficiently within work area of Derby City. The main base will be Aspire House Derby from October 2026, with some work across our other partnership and community hubs and clinics in the Derby City area.
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