
Career Framework in administration, 
business support and management  
of health services
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Administration Business 
support

Project 
Management

Policy &  
Planning

Nationally Transferable RolesHR

Contact Centre Duty Manager

Patient Services Administrator

Waiting List Co-Ordinator

Booking Clerk

Personal Secretary to Child  
Protection Service

Secretary 

Ward Administrator

Administrative Support to Placement  
Support Team

GP Practice Receptionist

Patient Services Information  
Administrator

Clinical Receptionist  

Administration Assistant 

Records Assistant

Receptionist

Audio-Typist

Patient Services Database Assistant

Business 
Manager  
Clinical  
Interface 
Services 

Assistant  
Accountant 

No Delays  
Community 
Services  
Project 
Manager

Service  
Improvement 
Manager 

No Delays 
Service 
Improvement 
Manager

HR 
Assistant

Office Manager and Head of 
Administration Services

Switchboard Supervisor Team Leader

HR  
Adviser

Administrative Supervisor

Reception Manager

Medical Workforce Officer

Medical Secretary to a Consultant

PA to Clinical Interface Services

Information  
Administrator

Bowel Screening Service – Lead 
Administrator

Spinal Pathway Assistant Coordinator

Spinal Surgery Coordinator

Tracker Role (Example 3)

Tracker Role (Example 4)

Tracker Role (Example 5)

 

Booking Coordinator

Bowel Screening Service – 
Administrator 

5

4

2

1

3

6 Assistant Business and Information 
Manager

Clinical Interface Services Outpatient 
Manager

http://www.skillsforhealth.org.uk/images/stories/JD_PDF/AC29-Contact Centre Duty Manager-L7.pdf
http://www.skillsforhealth.org.uk/images/stories/JD_PDF/AC10 L3 BPCH510_Patient Services AdministratorNJD1.pdf
http://www.skillsforhealth.org.uk/images/stories/JD_PDF/AC32-Waiting List Coordinator-L3.pdf
http://www.skillsforhealth.org.uk/images/stories/JD_PDF/AC28-Booking Clerk-L3.pdf
http://www.skillsforhealth.org.uk/images/stories/JD_PDF/AC15 L3_ Personal  Secretary to Child Protection ServiceNJD1.pdf
http://www.skillsforhealth.org.uk/images/stories/JD_PDF/AC15 L3_ Personal  Secretary to Child Protection ServiceNJD1.pdf
http://www.skillsforhealth.org.uk/images/stories/JD_PDF/AC14 L3_SecetaryNJD1.pdf
http://www.skillsforhealth.org.uk/images/stories/JD_PDF/AC21-L3 Ward AdministratorNJD1.pdf
http://www.skillsforhealth.org.uk/images/stories/JD_PDF/AC22-L3 Admin Support to Placement Support TeamNJD1.pdf
http://www.skillsforhealth.org.uk/images/stories/JD_PDF/AC22-L3 Admin Support to Placement Support TeamNJD1.pdf
http://www.skillsforhealth.org.uk/images/stories/JD_PDF/AC26-GP Practice Receptionis-L3.pdf
http://www.skillsforhealth.org.uk/images/stories/JD_PDF/AC12 L3 BPCH512_Patient Services Information AdministratorNJD1.pdf
http://www.skillsforhealth.org.uk/images/stories/JD_PDF/AC12 L3 BPCH512_Patient Services Information AdministratorNJD1.pdf
http://www.skillsforhealth.org.uk/images/stories/JD_PDF/AC4 L2 BPCH504_Clinical ReceptionistNJD1.pdf
http://www.skillsforhealth.org.uk/images/stories/JD_PDF/AC19-Administration Assistant - L2.pdf
http://www.skillsforhealth.org.uk/images/stories/JD_PDF/AC17 L2_Records AssistantNJD1.pdf
http://www.skillsforhealth.org.uk/images/stories/JD_PDF/AC24-L2 ReceptionistNJD1.pdf
http://www.skillsforhealth.org.uk/images/stories/JD_PDF/AC25-Audio Typist - L2.pdf
http://www.skillsforhealth.org.uk/images/stories/JD_PDF/AC11 L2 BPCH511-Patient Services Database AssistantNJD1.pdf
http://www.skillsforhealth.org.uk/images/stories/JD_PDF/AC2 L7 BPCH502-Business Manager_Clinical Interface ServicesNJD1.pdf
http://www.skillsforhealth.org.uk/images/stories/JD_PDF/AC2 L7 BPCH502-Business Manager_Clinical Interface ServicesNJD1.pdf
http://www.skillsforhealth.org.uk/images/stories/JD_PDF/AC2 L7 BPCH502-Business Manager_Clinical Interface ServicesNJD1.pdf
http://www.skillsforhealth.org.uk/images/stories/JD_PDF/AC2 L7 BPCH502-Business Manager_Clinical Interface ServicesNJD1.pdf
http://www.skillsforhealth.org.uk/images/stories/JD_PDF/AC2 L7 BPCH502-Business Manager_Clinical Interface ServicesNJD1.pdf
http://www.skillsforhealth.org.uk/images/stories/JD_PDF/AC27-Assistant Accountant-L3.pdf
http://www.skillsforhealth.org.uk/images/stories/JD_PDF/AC27-Assistant Accountant-L3.pdf
http://www.skillsforhealth.org.uk/images/stories/JD_PDF/AC5 L7 BPCH505_No Delays Community Services Projec ManagerNJD1.pdf
http://www.skillsforhealth.org.uk/images/stories/JD_PDF/AC5 L7 BPCH505_No Delays Community Services Projec ManagerNJD1.pdf
http://www.skillsforhealth.org.uk/images/stories/JD_PDF/AC5 L7 BPCH505_No Delays Community Services Projec ManagerNJD1.pdf
http://www.skillsforhealth.org.uk/images/stories/JD_PDF/AC5 L7 BPCH505_No Delays Community Services Projec ManagerNJD1.pdf
http://www.skillsforhealth.org.uk/images/stories/JD_PDF/AC5 L7 BPCH505_No Delays Community Services Projec ManagerNJD1.pdf
http://www.skillsforhealth.org.uk/images/stories/JD_PDF/AC13 L7_Service Improvement ManagerNJD1.pdf
http://www.skillsforhealth.org.uk/images/stories/JD_PDF/AC13 L7_Service Improvement ManagerNJD1.pdf
http://www.skillsforhealth.org.uk/images/stories/JD_PDF/AC13 L7_Service Improvement ManagerNJD1.pdf
http://www.skillsforhealth.org.uk/images/stories/JD_PDF/AC6 L7 BPCH506_No Delays Service Improvement ManagerNJD1.pdf
http://www.skillsforhealth.org.uk/images/stories/JD_PDF/AC6 L7 BPCH506_No Delays Service Improvement ManagerNJD1.pdf
http://www.skillsforhealth.org.uk/images/stories/JD_PDF/AC6 L7 BPCH506_No Delays Service Improvement ManagerNJD1.pdf
http://www.skillsforhealth.org.uk/images/stories/JD_PDF/AC6 L7 BPCH506_No Delays Service Improvement ManagerNJD1.pdf
http://www.skillsforhealth.org.uk/images/stories/JD_PDF/AC31-HR Assistant-L3.pdf
http://www.skillsforhealth.org.uk/images/stories/JD_PDF/AC31-HR Assistant-L3.pdf
http://www.skillsforhealth.org.uk/images/stories/JD_PDF/AC23-L5 Office Manager & Head of Admin ServicesNJD1.pdf
http://www.skillsforhealth.org.uk/images/stories/JD_PDF/AC23-L5 Office Manager & Head of Admin ServicesNJD1.pdf
http://www.skillsforhealth.org.uk/images/stories/JD_PDF/AC33-Switchboard Supervisor Team Leader-L5.pdf
http://www.skillsforhealth.org.uk/images/stories/JD_PDF/AC30-Human Resources Adviser-L5.pdf
http://www.skillsforhealth.org.uk/images/stories/JD_PDF/AC30-Human Resources Adviser-L5.pdf
http://www.skillsforhealth.org.uk/images/stories/JD_PDF/AC7 L4 BPCH507_Administrative SupervisorNJD1.pdf
http://www.skillsforhealth.org.uk/images/stories/JD_PDF/AC16-Reception Manager - L4.pdf
http://www.skillsforhealth.org.uk/images/stories/JD_PDF/AC18-Medical Workforce Officer-L4.pdf
http://www.skillsforhealth.org.uk/images/stories/JD_PDF/AC20-Medical Secretary to a Consultant - L4.pdf
http://www.skillsforhealth.org.uk/images/stories/JD_PDF/AC9 L4 BPCH509_Personal Assistant to Clinical Interface ServicesNJD1.pdf
http://www.skillsforhealth.org.uk/images/stories/JD_PDF/AC3 L4 BPCH503_Information AdministratorNJD1.pdf
http://www.skillsforhealth.org.uk/images/stories/JD_PDF/AC3 L4 BPCH503_Information AdministratorNJD1.pdf
http://www.skillsforhealth.org.uk/component/docman/doc_download/209-bowel-screening-admin-lead.html
http://www.skillsforhealth.org.uk/component/docman/doc_download/209-bowel-screening-admin-lead.html
http://www.skillsforhealth.org.uk/component/docman/doc_download/210-spin
http://www.skillsforhealth.org.uk/component/docman/doc_download/211-spin
http://www.skillsforhealth.org.uk/component/docman/doc_download/214-tracker-role-example-3-morecambe-bay.html
http://www.skillsforhealth.org.uk/component/docman/doc_download/212-tracker-role-example-4-london.html
http://www.skillsforhealth.org.uk/component/docman/doc_download/213-tracker-role-example-5-yorks-humber.html
http://www.skillsforhealth.org.uk/component/docman/doc_download/207-booking-coordinator-buckinghamshire.html
http://www.skillsforhealth.org.uk/component/docman/doc_download/208-bowel-screening-administrator.html
http://www.skillsforhealth.org.uk/component/docman/doc_download/208-bowel-screening-administrator.html
http://www.skillsforhealth.org.uk/images/stories/JD_PDF/AC1 L6 BPCHSO1-Asst Bus & Info ManagerNJD1.pdf
http://www.skillsforhealth.org.uk/images/stories/JD_PDF/AC1 L6 BPCHSO1-Asst Bus & Info ManagerNJD1.pdf
http://www.skillsforhealth.org.uk/images/stories/JD_PDF/AC8 L2 BPCH508_Clinical Interface Services Outpatient ManagerNJD1.pdf
http://www.skillsforhealth.org.uk/images/stories/JD_PDF/AC8 L2 BPCH508_Clinical Interface Services Outpatient ManagerNJD1.pdf

