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Administrative and Clerical Staff Bank
Booking Request Form

· Bank Staff requests are for short term shortfalls in resources of less than 3 months of duration
· Before requesting Bank Staff, all other options should be considered to cover the post.
· Please ensure you complete all sections of this form.
· All requests should be submitted in advance of the actual shift start date and time.

· Before submitting your Booking Request you must ensure the correct authorised signatory has approved the booking, and please include the Financial Cost code. 

· The completed form, should be submitted via email to: staff.bank@ggc.scot.nhs.uk

· Please also attach the Job Description for the post.

	REASONS FOR BOOKING REQUEST     

	Vacancy/Sickness/Project Work
*Delete as appropriate
	Other:
	Replacing staff member:



	Start Date:

Length of assignment:

Hours required per week:

 
	Shift start time:   
Shift finish time: 
	Lunch/Dinner Break


	AUTHORISER DETAILS 


	Authoriser Name:
	
	Post Title: 
	

	E-mail:
	

	Telephone No:
	
	Mobile:
	

	Authoriser Base:
	

	Acute/Directorate/CH(C)P/ Mental Health Services/Corporate:
	
	Financial Cost Centre Code:
	

	Signature:
	
	Date:
	


Electronic signature is acceptable – Please type your name in the space provided for your signature.
	Timesheet signatory

Name(s(
	E-mail address

	
	

	
	


	DETAILS OF BOOKING

	Post title:
	

	Location:
	

	Reporting to
	

	Details of responsibilities, specific experience and duties
	

	AFC GRADE REQUIRED
	

	AFC2 
	(

	AFC3
	(

	AFC4
	(

	Other: please specify
	(


	SKILLS REQUIRED

	General Filing & Photocopying
	(
	Laminating
	(

	Allocating appointments for patients
	(
	Operating switchboard
	(

	General telecommunication skills
	(
	Leaflet assimilation & distribution
	(

	Raising purchase order indents
	(
	Ordering stationery
	(

	Data processing & audit
	(
	Typing of general correspondence
	(

	Audio typing
	(
	Typing of patient letters
	(

	Compiling & distributing agendas
	(
	Minute taking & distributing
	(

	Mail merge
	(
	Medical terminology
	(

	Diary management
	(
	Organising meetings
	(

	Staff personnel files – administration & organisation
	(
	Use of MS Word – Basic Level
	(

	Use of MS Excel – Basic Level
	(
	Use of MS Powerpoint – Basic Level
	(

	Use of MS Outlook – Basic Level
	(
	Use of MS Access – Basic Level
	(

	Use of MS Word – Intermediate Level
	(
	Use of MS Excel – Intermediate Level
	(

	Use of MS Powerpoint – Intermediate Level
	(
	Use of MS Outlook – Intermediate Level
	(

	Use of MS Access – Intermediate Level
	(
	Use of MS Word – Advanced Level
	(

	Use of MS Excel – Advanced Level
	(
	Use of MS Powerpoint – Advanced Level
	(

	Use of MS Outlook – Advanced Level
	(
	Use of MS Access – Advanced Level
	(

	Any other duties: please specify - 



	REPORTING INSTRUCTIONS FOR  ARRIVAL

	Contact name on arrival:
	

	Post  Title:
	

	Location :
	

	Full Postal Address:
	

	Postcode:
	

	Additional details arrival / induction e.g. directions to dept/ward:
	


Please outline the main duties and responsibilities


NHSGG&C Admin Staff Bank: Tel 0141 278 2555 Email: staff.bank@ggc.scot.nhs.uk

