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Job Description and Person Specification
Job Title:  Medical Illustration Administration Manager

Reports to:  Medical Illustration Manager

Accountable to: Medical Illustration Manager

Grade:   Band 4

  

1. JOB PURPOSE

The post holder will be involved in a range of general administration support duties to 
facilitate the smooth function of the Medical Illustration Department. Key areas of work 
are: reception duties and dealing with department customers, word processing, used of 
spreadsheets, data entry, filing making appointments, undertaking department charging 
and collation of statistics and managing workflow and responding to requests from 
clinicians for images from the Trust’s image database. The post holder will have first 
line management skills, RSA stage III, excellent communication and organisational skills 
and have good data evaluation and analytical skills

2. JOB DIMENSIONS

The Medical Illustration department is based at Organisation B and provides the 
photographic and illustrative service to Organisation B NHS Foundation Trust across 
two sites. The post holder is a key member of the team whose overarching goal is to 
support the Medical Illustration Team by undertaking the administration and clerical 
function of the department. The postholder will have the ability to work without direct 
supervision, and have excellent organisational and decision making skills.

The post holder is required to promote the department’s core values of positive 
customer care, quality and respect always putting the patient first.

3. ORGANISATIONAL CHART

The Medical Illustration Department is part of the Diagnostics, Surgery and Anaesthesia 
Directorate and has a complement of thirteen members of staff.

The department’s structure chart is appended to this document.

The post holder will be supervised at all times until qualified.

4. KNOWLEDGE, SKILLS AND EXPERIENCE REQUIRED

All post holders are expected to be educated to GCSE level and possess CGSE grade C 
or NVQIII (or equivalent) in Maths and English and be literate and numerate with good IT 
skills. The post holder must have excellent knowledge and understanding of Microsoft 
Office, have good keyboard skills and possess RSAIII typing/word processing as a 
minimum requirement.

Essential experience requirements are a high level of work expertise and competence 
in the administration of a service, extensive knowledge of databases, the ability to 
innovate and introduce new systems and an ability to demonstrate effective change 
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management. Skills must include excellent verbal/written communication; organisation 
and prioritisation; and excellent IT skills including complex data analysis to produce 
reports in various formats.  

The post holder must be self motivated, a team player and be able to perform under 
pressure and work to deadlines. They must be able to act on own initiative with 
adaptability and flexibility. The post holder must have the ability to increase their depth 
of knowledge and understanding in order to be able to respond to complex problems 
and situations. 

5. PRIMARY DUTIES & AREAS OF RESPONSIBILITY 

1. To have a good working knowledge of the whole of the Medical Illustration 
Department’s  function and inter-connecting services in order to advise customers 
and promote and advertise services to prospective clients, i.e. attend Trust open 
days, junior doctors induction days etc. 

2. Reception duties, answering telephone queries and liaison with department 
customers including patients and healthcare professionals in an appropriate, 
discrete and timely manner. Dealing with patients attending the department in an 
appropriate, sympathetic and equitable manner.

3. Occasionally chaperoning and assisting the clinical photographers in 
photographing patients in the studio.

4. Management of general departmental correspondence including word processing 
and arranging patient appointments in accordance with departmental procedures 
and monitoring DNA rates.

5. Day to day problem solving and resolution of complex activity, demand and 
capacity issues.

6. Dealing with customer requests and general departmental correspondence, word 
processing, Basic DTP and management of MIDs post and distribution, upkeep 
of notice boards, photocopying, fax/email and telephone communication and 
printing.

7. Undertake the filing of Medical Illustration worksheets and financial 
documentation including the electronic scanning, filing and retrieval of clinical 
requests in accordance with Medical Illustration’s SOPs.

8. Maintenance of the MID patient information library including systems for 
highlighting updates with authors.

9. Job tracking and workflow through the department. Data input and analysis in 
managing the MID image database and JMS job tracking database including the 
collation of statistics. Maintain administrative and information resources.

10. Stock control, preparation of iProc orders and department quotations. Receiving 
goods, checking stock deliveries, processing invoices and accounts.

11. Undertake re-charging of Medical Illustration services liaising with the medical 
illustrators and Finance professionals, creating invoices in accordance with MID 
SOPs and present reports.
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12. To be responsible for accruing and assimilating records of departmental activity 
to meet KPIs and create management information. The post holder will undertake 
reporting and analysis of information to support delivery

13. To be competent and able to demonstrate an understanding of MID and 
Procurement Department information systems (e.g. Oracle, iPM, JMS, WABA) and 
responsibility for timely responses to requests from customers for retrieval of 
clinical images in accordance with consent levels.

14. The post holder will work autonomously and be expected to arrange and plan his/
her own workload on a day-to-day basis within the overall demands and priorities 
of the department which will involve frequent interruption and changing priorities.

15. The post holder must be customer and services focussed, being constantly aware 
of the importance of maintaining a quality service, performing and projecting a 
professional image to high standards.

16. The post holder must participate in relevant meetings; within the department, 
across the Trust and externally with other Trusts, organisations and suppliers. 
Through effective communication, professional performance, efficient servicing of 
needs and an always positive ‘can do, attitude, the post holder must develop good 
working relationships with all relevant internal customers and suppliers. The post 
holder must have the ability to demonstrate their in-depth knowledge of medical 
illustration services as well as governance and consent issues, procurement 
policies, including NHS Legislation, European Union Procurement Law.

17. Supervise administration staff in their day to day activities, monitoring workload 
as required and ensuring that all staff are able to fulfil their roles to the highest 
standard.

18. Participate in the recruitment, training and retention of the administrative and 
secretarial staff within the department, including a comprehensive induction.

19. Organise meetings or events and assist in the diary management requirements of 
individuals in connection with portfolio of work.

20. Work within Trust Policies and Medical Illustration’s standards and policies 
including written and verbal, meet KPIs and contribute to the department’s quality 
management system.

21. Undertake training as required and be able to Provide training, advice and support 
on own area of responsibility and supporting the training and induction of new 
and existing staff.

22. The job description and person specification are an outline of the tasks and 
responsibilities required of the role and these may be reviewed on an on-
going basis in accordance with the changing needs of the department and the 
organisation.
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Health and Safety/Risk Management
The jobholder must comply at all times with Organisation B NHS Foundation Trust 
Health and Safety policies, in particular by following agreed safe working procedures 
and reporting incidents using the Trust’s Risk Incident Reporting System.

Equality and Diversity
The jobholder is required to abide by the Trust’s polices and procedures and to actively 
support the Trust’s commitment to equality and diversity in both employment and 
the delivery of services.  All patients, staff and visitors must be treated equitably, with 
dignity and respect taking into account their race, gender, ethnic origin, age, disability, 
sexuality etc”.

Training and Personal Development – Continuous Professional Development
The jobholder must take responsibility in agreement with his/her line manager for his/
her own personal development by ensuring that Continuous Professional Development 
remains a priority.  The jobholder will undertake all mandatory training required for the 
role.

Patient and Public Involvement
All staff will be expected to comply with S.242 of the NHS Act 2006.

Respect for Patient Confidentiality
The jobholder should respect patient confidentiality at all times and not divulge patient 
information unless sanctioned by the requirements of the role.

Environment and Sustainability
All employees have a responsibility to promote sustainability and carbon reduction 
within the Foundation Trust adhering to our Sustainable Development Strategy and 
therefore ensuring that all our business is conducted in a sustainable manner

Infection Prevention and Control
All employees have a personal responsibility to comply with Trust and departmental 
Infection Prevention and Control policies to protect their own health, the health of 
patients, visitors and other employees and to prevent Health care associated infections.  
This includes a requirement to maintain a safe, clean and tidy work environment and to 
complete mandatory Infection Prevention and Control training as provided by the Trust

Safeguarding Children and Adults
All employees have a responsibility to safeguard and promote the welfare of children 
and adults. The postholder will be responsible for ensuring they undertake the 
appropriate level of training in accordance with the safeguarding policy training strategy 
and that they are aware of and work within the safeguarding policies of the Trust
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6. COMMUNICATION & WORKING RELATIONSHIPS

The post holder will liaise with medical illustrators, external printers and department 
customers on a daily basis (the majority of whom will be based within Organisation B 
NHS Foundation Trust).

7. SPECIAL WORKING CONDITIONS

The post holder will be based predominantly in the main Medical Illustration department 
although occasional travel across site may be necessary. Whilst the post holder will not 
be required to undertake manual handling of printed material, checking and labelling of 
deliveries will require some physical demand.

8. JOB DESCRIPTION AGREEMENT

Jobholder’s Signature:  __________________________________

Date:     __________________________________

Head of Department’s Job Title: __________________________________

Head of Department’s Signature: __________________________________

Date     __________________________________
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PERSON SPECIFICATION

Job Title MID Administration Manager 
Grade Band 4
Department Medical Illustration

An Equal Opportunity Employer: Organisation B Foundation Trust positively welcomes 
applications from Disabled People and will make reasonable adjustments to posts in 
compliance with the Disability Discrimination Act 1995. Grade E or D indicates whether 
a selection criterion is ‘Essential’ to the job role or ‘Desirable’. As a minimum a candidate 
must meet the essential criteria for the post to be recruited.

Experience How Identified E/D
Proven previous experience of administration 
management.

Application/Interview E

Experience of the ability to manage competing 
priorities.

Application/Interview E

Recent experience of line-managing personnel. Application/Interview E
Ability to demonstrate effective change management Application/Interview E
Ability to use databases. Application/Interview E
Knowledge of budgets, charging mechanisms and 
financial control.

Application/Interview E

Understanding of clinical consent and access to 
medical record is-sues.

Application/Interview D

Experience in working in a health service environment 
and service delivery.

Application/Interview D

Sympathetic and professional attitude to patients and 
ability to photograph both male and female patients 
in a state of undress, sometimes in distressing 
situations.

Interview E

Skills includes Analytical & Judgemental Skills, 
Communication & Relationship Skills, Physical Skills
Excellent organisational interpersonal skills. Interview E
Excellent written and verbal communication skills (in 
English)

Application/Interview E

Extensive proven skill using Microsoft Office (Excel, 
PowerPoint and Word).

Application/Interview 
and practical test

E

Enthusiastic team player. Interview E
Proven organisational and prioritisation skills. Interview E
Ability to manage and own prioritise workload. Application/Interview E
Ability to use own initiative in dealing with complex 
issues and the ability to work under pressure and to 
deadlines including multitasking.

Application/Interview E
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Knowledge includes Knowledge & Training
Knowledge of the iPm and Oracle Purchasing system. Application D
Understanding of Information Governance and 
Confidentiality

Interview D

Qualifications - In most cases (where indicated *) 
demonstration of equivalent qualification, skills or 
experience is an acceptable alternative. 

How Identified E/D

Educated to GCSE standard or equivalent and to level 
C for English and Maths or NVQ III.

Application E

RSA III typing/word processing or equivalent Application E
ECDL Application D
Other Requirements includes Working Conditions
Able to fulfil Occupational Health requirements for 
the post (with reasonable adjustments, if necessary).  
Including clearance on blood borne viruses, in 
compliance with Trust Policy.

Occupational Health 
Paper Screening, fol-
lowed by an Immunisa-
tion Assessment in the 
first week of work

E

Occasional light effort in dealing with deliveries. Application/Interview E
The need to concentrate and deal with frequent 
interruptions. 

Application/Interview E

Should be prepared to undertake further training and 
must be ac-tively managing CPD activity.

Application/Interview E
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