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This list is intended to summarise the key responsibilities and is not intended to cover every task that may 
be required of the role: - 
  
Maintain effective working relationships with colleagues within the organisation.  In particular, work with 
managers and senior practitioners to ensure that statutory and other timescales for tasks are achieved. 
 
Advise managers and practitioners at all levels within the service area on queries and issues relating to IT 
systems, processes and procedures. 
 
Attend and actively support meetings to represent Speech and Language Therapy Team required as 
required. 
 
Maintain effective communication with Service Lead to ensure tasks are prioritised and resourced 
effectively. 
 

This post does not have line management responsibilities.
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Ensure high standards of customer service are provided by communicating effectively and appropriately 
with service users, colleagues, managers and a range of professionals from within and outside of the 
organisation. 
 
Excellent telephone skills which may encounter challenging callers or upsetting content. 
 
Responding and completing daily electronic tasks. Monitoring, sorting and addressing email inboxes on 
daily basis.  
 
 
Processing completed Outcome Forms from Clinics ensuring next step for service user is smart and 
effectively entered on appropriate database. 
 

 
 
Working with Systm1 Database adding and accessing client records. 
 
Take notes or minutes at Monthly Team Meeting 
 
The postholder is required to use his or her personal judgement to escalate or refer issues to 
colleagues/managers within the guidelines provided by their line manager. 
 
Deal effectively with routine situations without further escalation (within the guidelines provided). 
 
Attend statutory and mandatory training as required. 
 
Maintain a high standard of personal development. 

 
Participate and contribute to supervision sessions with line manager. 
 
Attend and contribute to team meetings. 
 
Support new and existing colleagues as directed by line manager. 
 
Contribute to the induction and training of new staff as directed by line manager. 
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https://www.nhsx.nhs.uk/media/documents/NHSX_Records_Management_CoP_V7.pdf
http://www.nhs.uk/choiceintheNHS/Rightsandpledges/NHSConstitution/Pages/Overview.aspx
http://www.nhs.uk/choiceintheNHS/Rightsandpledges/NHSConstitution/Pages/Overview.aspx
https://digital.nhs.uk/data-and-information/looking-after-information/data-security-and-information-governance/codes-of-practice-for-handling-information-in-health-and-care/code-of-practice-on-confidential-information
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