Role Profile for an Administrator
Introduction
The following role profile is for an administrator in a substance misuse service. It has been developed through a series of interviews with administrators in substance misuse agencies across Wales. During this process administrators were asked to identify the national occupational standards (NOS) that they felt were relevant to their job. 

Many administrators agreed that the same national occupational standards (NOS) were relevant to their role.  However, there were some differences because administrator roles can vary greatly between agencies. Therefore this role profile depicts ALL the NOS identified by the administrators surveyed. Consequently, it contains a large number of standards. It is highly likely that you will not require all these standards in your personal role profile. 
How to use this role profile

	Tip

Research shows that a role profile should contain no more than 12 standards for it to be user-friendly, so it is important to include only those standards most relevant to your job


1. If you are a substance misuse practitioner with a client case load, there are 4 standards that are accepted across Wales and the UK as being core to your role. These are shown in red font on the role profile below and should not be deleted from the role profile. However, if you do not work directly with service users then some of the core standards may not be relevant to your role and can be omitted from the role profile.
2. Examine each individual standard in the role profile below, including their ‘Performance Criteria’, to determine its’ relevance to you by clicking on the title of the standard (NB: clicking on the unit code of the standard will not bring up the full description of the standard). Ensure that all of the standard’s ‘Performance Criteria’ are relevant to your role. If only half of the criteria are suitable for the role then the standard should be discarded from your role profile.

3. Check whether the standard has been given an indicative level. Some standards may have a level assigned to them. The higher the level, the higher the level of staff it applies to.

4. If you feel that there is an aspect of your job that is not covered by the role profile below, please use our NOS Mapping Tool to identify additional standards. 

	Tip

Additional standards can be copied and pasted from the NOS Mapping Tool in to the role profile by inserting an extra row in the role profile. To do this - select the position in the role profile where an additional row is needed. Click on the menu tab ‘Table’, select ‘Insert’ and either select ‘Rows below’ or ‘Rows above’ depending on where you want the row to feature in the table.


Editing this role profile
In order to edit and make changes to the role profile below, you will need to save it to your own computer. If you decide that a standard is relevant to your job leave it in the profile. If a standard is irrelevant to your role simply highlight the standard and its code, right click on the mouse and select ‘Delete Cells’ from the drop down menu then select ‘Delete entire row’. 

Next Steps

Once you have amended the role profile to suit your particular job there are two related things that you might do to make the profile even more useful to you. 

1. Prioritise the standards in your role profile

2. Categorise the standards in your role profile in to essential, desirable and developmental (i.e. those standards not integral to the role but that would benefit the organisation if you were competent in this standard)

                         Administrator Role Profile
	                 COMPETENCE DESCRIPTION
	National Occupational Standard Unit Number

	SERVICE DELIVERY



	Help individuals access substance misuse services



	Recognise indications of substance misuse and refer individuals to specialists
	AA1

	Relate to and interact with individuals

	HSC233

	Support individuals to access and use services and facilities

	HSC330

	Promote the equality, diversity, rights and responsibilities of individuals
	HSC3111

	Interact with individuals using telecommunications

	GEN 21

	Promote choice, wellbeing and the protection of all individuals

	HSC 35

	Support individuals in difficult situations



	Support individuals who are distressed

	HSC226

	Support individuals who are substance users

	AB2

	Contribute to the prevention and management of abusive and aggressive behaviour
	AB3

	Contribute to the protection of individuals from harm and abuse
	HSC335

	Assess and act upon immediate risk of danger to substance users
	AB5

	Carry out screening and referral assessment

	AF1

	Develop practice in the delivery of services


	Reflect on and develop your practice

	HSC 33

	Make use of supervision

	GEN 36

	Contribute to the development of the knowledge and practice of others
	AC3

	Enable other individuals to reflect on their own values, priorities, interests and effectiveness
	GEN 33

	Provide supervision to other individuals

	GEN 35

	Support individuals' rehabilitation


	Help individuals to access employment

	HSC347



	Help individuals to access learning, training and development opportunities
	HSC348



	Enable individuals to access housing and accommodation

	AK3

	MANAGEMENT OF SERVICES


	Develop, implement and review the organisation's policies, strategies 

and plans



	Contribute to the development of organisational policy and practice
	BA3

	Improve organisational performance

	M&L F12

	Deliver services to specifications



	Develop a customer focused organisation

	M&L F10

	Assure your organisation delivers quality services

	BC4

	Manage the achievement of customer satisfaction

	M&L F11

	Manage the organisation's human resources



	Allocate and monitor the progress and quality of work in your area of responsibility
	M&L D6

	Ensure health and safety requirements are met in your area of responsibility
	M&L E6

	Provide a healthy, safe, secure, and suitable environment for the delivery of services



	Manage your organisation’s facilities

	BD2

	Support the health and safety of yourself and individuals

	HSC 22

	Promote, monitor and maintain health, safety and security in

the working environment

	HSC 32

	Manage information


 

	Establish information management and communication 

systems

	BE1

	Receive, analyse, process, use and store information

	HSC3115

	Undertake research for the service and its clients

	BE3

	Preparing reports and returns

	BE6

	Manage the organisation's human resources



	Contribute to the recruitment and placement of volunteers

	VSNTO MV C2

	Plan, organise and monitor the work of volunteers

	VSNTO MV D1

	Lead and motivate volunteers

	VSNTO MV D2

	Develop and implement operational plans for your area of responsibility  
	M&L B1

	Manage the organisation’s financial resources



	Manage finance for your area of responsibility

	M&L E2

	Manage business processes

	M&L F3

	Making and recording payments

	BG5

	Manage relationships



	Develop your personal networks

	M&L A3

	Develop productive working relationships with colleagues

	M&L D1

	Promote effective communication for and about individuals

	HSC 31

	Develop, sustain and evaluate joint work between agencies

	CJ AD2

	Participate in inter-disciplinary team working to support individuals
	HSC3100

	Organise and support meetings
	CfA211

	Plan, organise and support meetings
	CfA 311
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