


Job description
 
	Job Title:
	OH Administrator 

	Reports to:  
	

	Responsible for: 
	No Direct Reports

	Job family:  
	



	 	 

Role Overview: TAC Healthcare, a leading provider of medical services to the renewables sector. This role will play a vital role in coordinating and maintaining clinicians' diaries, handling calls from clients and patients, producing reports and statistics, and supporting various administrative tasks within the organisation. The role contributes to the smooth operation of our medical services, ensuring excellent service delivery to our clients.
 
Duties and Key Responsibilities 
·  Coordinate and maintain clinicians' diaries, ensuring efficient scheduling and allocation of appointments, visits, and medevacs.
· Utilise the OH booking system to manage and update clinician diaries, ensuring accurate and up-to-date information.
· Handle incoming calls from clients and patients, providing professional and courteous assistance, and directing calls to the appropriate personnel.
· Assist with general administrative duties such as data entry, filing, and record-keeping, ensuring accuracy and confidentiality.
· Coordinate medevacs, liaising with relevant parties to ensure prompt and efficient medical evacuation procedures.
· Prepare and send Occupational Health (OH) reports to clients, adhering to company protocols and maintaining confidentiality.
· Coordinate offsite visits by clinicians, arranging travel, accommodation, and any necessary logistics in collaboration with the team.
· Assist with other administrative tasks and projects as assigned, contributing to the smooth running of the organisation.


General Responsibilities    
· Be flexible and carry out other associated duties that may arise, develop, or be assigned in line with the broad remit of the position.
· Work collaboratively with others in all aspects of learning and development. 
· Abide by all organisational and registrational policies, codes of conduct and practices. 
· Abide by all safeguarding principles.
· Support and promote inclusion, diversity, and equality of opportunity in the workplace. 
· Treat with confidentiality any personal, private, or sensitive information about individual organisations, clients, staff and project data. 



This job description should be taken as a general guide and TAC Healthcare reserve the right to update and amend it in keeping with operational requirements, which may change from time to time. 



PERSON SPECIFICATIONS
Role: Administrator - OH
	Attribute
	Desirable 
	Essential 

	Knowledge and Skills

	Knowledge of the company

	Excellent organizational and time management skills, with the ability to prioritize tasks effectively.

Proficiency in using booking systems or scheduling software to manage appointments and diaries.

Strong communication skills, both verbal and written, with the ability to handle calls professionally and provide accurate information.

Attention to detail and accuracy in record-keeping, report generation, and administrative tasks.

Ability to maintain confidentiality and handle sensitive information appropriately.

Proficient in using Microsoft Office suite (Word, Excel, Outlook, etc.).


	Experience 


	Knowledge of Occupational Health (OH) practices and medevac coordination is desirable but not essential.

	Previous experience in an administrative role, preferably within a healthcare or medical services setting.

Familiarity with data entry, report production, and statistical analysis.



	Behaviour and attitude


	

	Strong communicator with the ability to communicate and influence appropriately both verbally and in writing.

Strong problem-solving skills and the ability to adapt to changing priorities.



	Other factors
	

	The ability to utilise the IT provided in all elements of the role.

Ability to work in a fast-paced environment










