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Job description and person specification 
 

 
Position 

 

Job title PA to Director of Innovation and Life Sciences Directorate Strategy and Innovation 

Pay band AFC Band 5 Responsible to PA to Director of Innovation and Life Sciences 

Salary £24,214 - £30,112 Accountable to Business Manager 

Tenure Substantive Position  Responsible for 
Responsible for day to day work assigned to the 
Innovation and Research Unit and the Life Sciences 
Unit 

Funding 
Arrangements Admin Funded Base Leeds or London 

Our Organisation NHS England and NHS Improvement Values and Behaviours 
NHS England and NHS Improvement came together on 1 April 
2019 as a new single organisation. The NHS Long Term Plan 
focuses on delivering integrated care to patients at the local level 
and we can best support the NHS to deliver this as a single 
integrated organisation. 
 
Our new operating model represents a strong shift to regional 
delivery supported by expert corporate teams. Local health 
systems are supported by our integrated regional teams who play a 
major leadership role in the geographies they manage. 

Having listened to our staff over the last year, we aim to create a healthy 
and high performing organisation, underpinned by the NHS Constitution 
values:   
 

• Respect and dignity. 
• Commitment to the quality of care. 
• Compassion. 
• Improving lives. 
• Working together for patients. 
• Everyone counts. 



 
 

                 

We are jointly committed to creating and maintaining a fair and 
supportive working environment and culture, where contributions 
are fully recognised and valued by all and staff feel empowered to 
carry out their duties to the best of their abilities. As employers we 
are committed to promoting and protecting the physical and mental 
health and well-being of all our staff. This underpins our values as 
set out in the NHS Constitution, supports us to be an Employer of 
Choice and ultimately enables our employees to support the 
effective care of our patients. 
 
The seven integrated regions of our joint enterprise will work with 
local systems to support and improve how care is provided to 
patients and communities. These regions will be supported by the 
corporate centre providing expertise and developing policy. The 
focus will be on guiding and managing the delivery of services 
through local integrated health systems, sustainability and 
transformation partnerships, and devolution areas. 
 

Our people all have a part to play in helping to shape and develop our 
culture and in embedding and living these values. 
 
Our behaviors: leading by example: 
 We prioritise patients in every decision we take. 
 We listen and learn. 
 We are evidence-based. 
 We are open and transparent.  
 We are inclusive. 
 We strive for improvement 

 

Service and team About the role 
The Innovation, Research and Life Sciences group within the Strategy and 
Innovation Directorate is responsible for NHS England and NHS 
Improvement’s work to support the adoption and uptake of innovative 
technologies, to encourage and enable effective and efficient research and 
to contribute to implementation of the Life Sciences Industrial Strategy and 
Accelerated Access Process. 
 
NHS England and NHS Improvement’s Long Term Plan highlights the role 
that research and innovation will play in responding to the challenges that 
the health service faces.  
 

As PA to the Director of Innovation and Life Sciences and the Chief Executive 
of the Accelerated Access Collaborative the post holder will work as part of a 
dynamic team in delivering an effective service supporting managers and staff 
across the Innovation and Research Unit and the Life Sciences Group.   
 
The post holder is a key member of the team whose overarching goal is to 
enable, promote and support the effective use of data, information, knowledge 
and technology to improve, inform and support a portfolio of projects, services, 
and initiatives. 
 
In particular the post holder will: 
 

• Provide high quality project, service, initiative and administrative 
support including information and analysis.  

• Undertake reporting and analysis of information to support delivery 
 



 
 

                 

The post holder is a key member of the team whose overarching goal is to 
enable, promote and support the effective use of data, information, knowledge 
and technology to improve, inform and support a portfolio of projects, services, 
and initiatives. 
 

Key Job specifics and responsibilities Key accountabilities 
In particular the post holder will: 
 

• Provide comprehensive diary management  
• Organise and arrange meetings including engaging with 

stakeholders, room bookings and travel arrangements 
• Manage emails, escalating as appropriate 
• Provide other aspects of PA and administrative support including 

information and analysis and project management 
• Undertake reporting and analysis of information to support delivery 
• Engage with stakeholders in a professional manner 
• Communicate information and issues, including briefings and 

reports, to business manager, strategic lead/ strategic manager as 
appropriate 

Improving quality and outcomes 

•     To support continuous improvement in the quality of patient care 
and associated outcomes through a focus on patient experience, 
safety and outcomes rather than inputs. 

• To work collaboratively across the NHS England and NHS 
Improvement matrix, including integrating the National Director’s 
portfolio  

 

 

Key Functional Responsibilities 
 
Project Management 
 

• Undertake information/project analysis. 
• Participate in relevant internal and external working groups/projects to 

provide information/analyst advice and support and to maintain data 
collection systems for its effective use by the team. 

• Analyse and report on data and monitor the processing of data and 
information. 

• Provides information to project lead on project and statistical 
information matters. 
 
Financial and Physical Resources 
 

• Support and inform the requirement and targeting of resources, 
monitoring spend, implementing and evaluating jobs and delivery of 
financial recovery/savings plans by providing high quality information 
and analysis. 

• Contribute to the financial delivery of the agreed portfolio ensuring it is 
delivered on time. 
 
People Management (as required) 
 

• Provide training, advice and support on own area of responsibility 
where applicable. 

• Support training and induction of staff. 
• Supervises team on their day to day activities 



 
 

                 

Enabling patient and public involvement 

• To act as a champion for patients and their interests and involve 
the public and patients in the policy development and decision-
making of NHS England and NHS Improvement. 
 

• To ensure all public and patient contact with the office is of the 
highest professional standard. 
 

• To embed patient and public involvement within NHS England and 
NHS Improvement at all levels of decision making. 

 

Promoting equality and reducing inequalities 

• To uphold organisational policies and principles on the promotion 
of equality. 
 

• To create an inclusive working environment where diversity is 
valued, everyone can contribute, and everyday action and ensure 
we meet our duty to uphold and promote equality. 

Partnership and cross boundary working 

• To work effectively with Department of Health, Office for Life 
Sciences, Accelerated Access Collaborative, Academic Health 
Science Network, Government departments, Arm’s Length Bodies,  
and NHS Clinical Commissioners 

 Leadership for transformational change 

• To model a collaborative and influencing style of working, 
negotiating with others to achieve the best outcomes.  Embedding 
this approach across the Directorate. 

• Participate in the recruitment processes  
 
 
Information Management. 
 

• Carry out timely and accurate information analysis and reporting on 
agreed areas of portfolio and present findings in an agreed manner. 

• Develop and maintain databases required for the role and/or 
department programme. 

• Maintain administrative and information resources. 
• Contribute to effective information management within the team. 

 
Research and Development: 
 

• Undertake auditing of projects, services and initiatives. 
• Carry out web based and publications research. 
• Actively supports and contributes to the development of key 

performance indicators for the successful assessment of performance. 
 
Planning and Organisation: 
 

• Support implementation of project, service, initiative through timely and 
relevant information analysis and administrative support, in accordance 
with the agreed priorities of the team.   

• Plan and organise meetings or events and assist in the diary 
management requirements of individuals in connection with portfolio of 
work. 
 
Policy and Service Development: 
 

• Propose changes to own project, service, and initiative work, informing 
policy and making recommendations for more effective delivery. 



 
 

                 

Using insight and evidence for improvement 

• To support development of policy based on information, evidence 
and research outcomes  

Developing an excellent organisation 

• To ensure health, safety and wellbeing of all staff within the 
department. 

• To ensure compliance with all confidentiality and governance 
requirements within the department. 
 

 
 

• Contribute to the review and development of existing project 
information management systems and contribute to the development of 
an integrated approach to project management. 

• Authorised signatory for travel arrangements and meeting expenses. 
 
Key Working Relationships 

• The post holder will be required to maintain constructive relationships 
with a broad range of stakeholders.   

• Work with members of the team to develop and implement project data 
collection systems that will provide accurate and timely data. 

• Communicate information and issues, including briefings and reports. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

                 

Person specification 
 

Criteria  Essential Desirable Evidence* 
Qualifications 
 

Educated to Degree level in a relevant subject or equivalent level of qualification 
or significant equivalent previous proven experience. 

 
√ 

 A/I 

Knowledge 
and   
experience 
 
 

Significant prior experience as a PA or administrator for a senior director (or 
equivalent) ideally in a large and complex public organisation 
Knowledge of administrative procedures, project management or information 
analysis. 
Knowledge of project principles. 
Previously worked in similar position within the public sector. 
Commitment to continuing professional development 

 
√ 
 
√ 
√ 
√ 
 

 
 
 
 
 
√ 

A/I 

Skills 
Capabilities & 
Attributes 
 
 

Excellent time management skills with the ability to re-prioritise. 
Skills for communication on complex information and administrative matters, 
requiring developed interpersonal and oral/ written communication skills. 
Ability to pull together comprehensive draft reports, data and letters.  
Negotiating, networking and persuasive skills. 
Project management skills. 
Skills for manipulating information. 
Advanced keyboard skills, use of a range of software. 
Ability to work without supervision. Able to work on own initiative, organising and 
prioritising own and others workloads to changing and often tight deadlines. 

√ 
 
√ 
√ 
√ 
√ 
√ 
√ 
 
√ 

 A/I 

Values and 
Behaviours 

Commitment to and focused on quality, promotes high standards in all they do. 
Able to make a connection between their work and the benefit to patients and the 
public. 
Consistently thinks about how their work can help and support clinicians and 
frontline staff deliver better outcomes for patients. 
Values diversity and difference operates with integrity and openness. 
Works well with others, is positive and helpful, listens, involves, respects and 
learns from the contribution of others. 
Consistently looks to improve what they do, look for successful tried and tested 
ways of working, and also seeks out innovation. 
Actively develops themselves and supports others to do the same. 

√ 
 
√ 
√ 
√ 
√ 
 
√ 
 
√ 
√ 
 

 A/I 



 
 

                 

Understanding of and commitment to equality of opportunity and good working 
relationships. 
Professional, calm and efficient manner 

 
√ 
√ 

Other An ability to maintain confidentiality and trust and an awareness of information 
governance requirements and data protection 

√  A/I 

 
 
* Evidence will take place with reference to the following information: 

A Application form 
I Interview  
T Test or Assessment  
C Certificate  
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