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ROLE PROFILE       

       
ROLE PROFILE

	JobTitle: Operations Support  Administrator

	Current Job Holder(s):  

	Department:  Operations Support

	Date Created/By:  


	DEPARTMENT DESCRIPTION

Providing a world class administration service through multiple communication channels providing an “easy to do business with” service for our Members and colleagues.



	JOB PURPOSE
To provide a world class administration support service to all MPS Members, divisions and pathways.



	RESOURCES MANAGEMENT

Management responsibility for:  N/A
Reports to:  Operations Support Team Leader
Budgetary/financial framework:  N/A



	KEY RESPONSIBILITIES
Support the divisions and pathways in providing an efficient service to members and third parties, helping MPS meet its strategic objectives.
Comply with applicable professional ethical guidance and all relevant internal and external rules, policy and procedures, including those relating to Health & Safety, Data Protection, IT security and all those contained in Staff Handbook.
Work with line manager to identify areas for personal development and take advantage of available learning opportunities. 
Adhere to all Departmental and Team SLAs and take personal responsibility for improving performance as defined and measured by KPIs. 
Work collaboratively with all colleagues to provide a proactive Operations Support service. 
Liaise with Members and third parties to chase documentation, helping to facilitate the progression of cases and claims for our colleagues and Members.
Ensure all documentation on the case management system is correctly identified and labelled. 
Open/close cases and produce standard and tailored correspondence in line with SLA’s and Quality targets.
Take telephone calls, arrange case related payments and undertake other ad hoc tasks allocated by your line manager. 



	MAIN JOB REQUIREMENTS AND PERSON SPECIFICATION
Education/Qualifications/Training:

A minimum of 4 GCSEs or equivalent (Grade A-C) including English language and mathematics.
Experience:

Required
· Prior experience in Operations Support/Office administration.
· Experience of working to tight deadlines whilst producing consistently accurate work. 
· Experience of working in a team environment.
Desired
· Working knowledge of protocols for claims and/or non-claims work.
· Knowledge of Medical and Dental terminology.
Abilities/Skills/Knowledge:

· Microsoft Office packages.
· Able to communicate effectively.
· Able to adapt to change.



I confirm that this is a true and accurate reflection of this job 
JOBHOLDER  signature:

Print Name: 
Date: 
LINE MANAGER/SUPERVISOR signature:

Print Name: 
Date: 
HEAD OF DEPARTMENT (if different from Line Manager above) signature: 
Print Name; 
Date: 
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