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Job Description
[bookmark: _Hlk203988816]Title:  Cellular Pathology Outsource Administrator
Band: 3
Staff Group: Admin & Clerical 
Reports to: Cellular Pathology Office Manager
Job Purpose:
The Histopathology Department at Portsmouth Hospitals University NHS Trust is a key diagnostic service supporting Cancer Services and multiple specialties. We process around 42,000 cases and generate over 350,000 slides annually.
We are looking for an enthusiastic and organised specialist administrator to join our busy and friendly Cellular Pathology office.
 The postholder will be responsible for the effective and efficient delivery of administrative duties supporting outsourced pathology referrals and molecular diagnostics. This includes tracking case progression, liaising with external laboratories, maintaining databases, transcription of medical data, and supporting multidisciplinary team (MDT) workflows. The role will also involve routine administrative tasks including email management, telephone handling, and medical secretarial cover when required.

Key Responsibilities: 
General Administration:
· Provide high-quality administrative support to clinical and pathology teams.
· Monitor and manage three departmental group email inboxes.
· Respond to telephone calls in a timely, professional, and courteous manner.
· Provide cross-cover for medical secretaries, including audio typing and transcription when required.
· Accurately type and distribute minutes for meetings as and when required.
· Represent the department at internal and external meetings relevant to outsourced referrals or molecular coordination.
· Retrieve and track pathology cases required for MDTs in the absence of the MDT coordinator.
· Liaise with other departments and Trusts to support timely patient care.
Outsourced Pathology Administration:
· Manage the end-to-end process for cases referred to external (outsourced) laboratories.
· Transcribe medical reports received from external reporting portals.
· Update tracking spreadsheets/databases to monitor outsourced cases and returns.
· Prepare, package, and dispatch pathology specimens in accordance with Trust and laboratory guidelines.
· Process admin steps for returned outsource reports, including filing slides and blocks.
· Support the departmental manager with checking and processing invoices for outsourced cases.
Molecular Administration:
· Transcribe and log molecular test results received from external hospitals.
· Ensure accurate data entry and communication of results to relevant clinical teams.
· Track the status of molecular referrals and escalate delays as required.
· Maintain orderly filing and documentation of molecular testing outcomes, liaising with the lead molecular scientist supporting all administrative processes as required. 
Communication and Working Relationships
• Daily contact with pathology staff, clinicians, secretaries, and external laboratories.
• Liaise effectively with members of the multidisciplinary team.
• Manage confidential patient information in line with Trust policy and GDPR.
Working Conditions:
· Office-based role with regular computer uses.
· Frequent handling of sensitive and confidential patient data
· Occasional lifting and handling of archived files and slide boxes

Physical Effort:
• Frequent use of computer and telephone systems.
• Handling and packaging of pathology specimens (training provided).
Mental Effort:
• Concentration required when transcribing reports and updating records.
• Occasional interruption due to incoming calls and urgent requests.
Emotional Effort:
• Occasional exposure to distressing clinical information.
The post holder will be required:
· To participate in an annual appraisal and personal development review and appraise lower grade staff.
· To demonstrate continual professional development to maintain skills and knowledge and maintain essential skills compliance. 
· To co-operate with other departmental and hospital staff to promote awareness of the professional image of Pathology throughout the Trust. 
· To co-operate with other departmental and hospital staff to promote awareness of the professional image of Pathology throughout the Trust Proven experience as an administrative assistant or in a similar role.

Organisational Chart

Person Specification:
See table below for detailed requirements:
	Criteria
	Essential
	Desirable

	Education/Qualifications
	GCSEs (or equivalent) including English and Maths.
	NVQ Level 3 in Business Administration or equivalent.

	Experience
	Previous experience in an administrative role.
Experience using MS Office and email systems.
	Experience in a hospital, pathology, or laboratory setting.
Medical terminology understanding.

	Skills & Abilities
	Excellent diligence.
Effective communication and people skills.
Ability to priorities workload.
Confident in managing email inboxes and databases.
	Experience with hospital systems (e.g., WinPath, ICE, and Apex 

	Knowledge
	Understanding of confidentiality and GDPR.
Familiar with administrative procedures.
	Awareness of cancer pathways and diagnostics processes.

	Personal Attributes
	Flexible, organised, and initiative taking.
Collaborator.
Able to work with minimal supervision.
	Willingness to take on additional training relevant to pathology workflows.



Trust Organisational Expectations 

[bookmark: _Hlk203995333]The post holder will: 
· Proactively and positively contribute to the successful overall performance of the Trust. 
· Deliver excellent levels of customer service to all patients/visitors and staff at the Trust. 
· Develop effective ways of working and create strong partnerships and relationships with all stakeholders to support the implementation of the Government’s policies on Health. 
· Develop an organisational culture that fosters collaborative working among all staff groups, to ensure a focused commitment to delivering quality services and outcomes. 
· Act as an advocate for the Trust & its contribution to the Health Service arena through creating effective partnerships and relationships with internal and external stakeholders. 
· Comply with corporate governance structure in keeping with the principles and standards set out by the Trust. 
· Support the Trust culture of collaborative, flexible cross-team working and commitment to delivering quality services and outcomes, which support the Government’s policies on public health. 
· If your employment is to a post that requires you to be registered with a professional body, the continuation of your employment is conditional upon you continuing to be registered with the appropriate professional body. The Trust will require evidence of current registration. 
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Working Together for Patients with Compassion as One Team Always Improving
Strategic approach (clarity on objectives, clear on expectations)

Relationship building (communicate effectively, be open and willing to help, courtesy, nurtures partnerships)

Personal credibility (visibility, approachable, back bone, courage, resilience, confidence, role model, challenge bad behaviour, manage poor performance, act with honesty and integrity) 

Passion to succeed (patient centred, positive attitude, act, take pride, take responsibility, aspire for excellence)

Harness performance through teams (champion positive change, develop staff, create a culture without fear of retribution, actively listen and value contribution, feedback and empower staff, respect diversity)

Job holders are required to always act in such a way that the health and well-being of children and vulnerable adults is safeguarded. Familiarisation with and adherence to the Safeguarding Policies of the Trust is an essential requirement for all employees. In addition, all staff are expected to complete essential/mandatory training in this area.
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Cellular Pathology Clinical Lead Pathologist


Consultant Pathologists


Clinical Scientist B8a 1 WTE


Cellular Pathology Laboratory Manager 8b, 1 WTE


Histopathology Operational Manager 8a, 1 WTE


Specialist Registrars 4 WTE


BMS, B6 x 3


Senior APT


Quality, Risk & Goverance Manager B7, 0.8 WTE


Mortuary Manager B7, 1 WTE


Cytology Lead BMS B7, 1 WTE


AP, B4


CSPL B8a, 0.4 WTE


AP B4 x 8


BMS B7 Mohs, 1 WTE


Consultant BMS B8d


APT


Admin Assistant


AP, B4 x 2


BMS B7 x 7


BMS B6 x 11


BMS B5 x 6


Senior MLA B3 x4


MLA B2 x2


Cellular Pathology Admin Manager B5, 1 WTE


A&C B3 x9


A&C B2 x1
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Management

fo) Essentials

W are proud to offer a comprehensive
development prograrmme, Management
Essentials, designed to equip staff with the
skills and knowledge to become effective
managers

This post has been identified as a role that
will benefit from this training, and you will be
able to enrol in both mandatory and,
relevant, optional modules upon
commencerment with the Trust

Please click here for further information on
the Management Essentials prograrmme.

Leadership
Insights

Additionally, our new leadership
development prograrmme, Leadership
Insights, airms to help all newly promoted,
existing and aspiring leaders, at every level
atthe Trust,to recognise, reflect and role
mode] the core principles of people-centred
leadership

If this is of interest to you, you will be able
to enrol upon commencerment with the
Trust

Please click here for further information on
the Leadership Insights prograrmme.
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Working To drive excellence in care for
together our patients and communities




