Job Description
NHS Professionals 

Job Title		Salesforce System Administrator
Grade			TBC
Location		Hemel Hempstead/Leeds










Role Summary

NHS Professionals is looking for a Salesforce Administrator to join a newly forming internal Salesforce team. You will be responsible for the ongoing administration of NHS Professionals Salesforce implementation. The successful candidate will have a record of success in improving processes and adoption using the Force.com platform. The administrator will work closely with our current salesforce partners, functional leaders, organisational units, and subject matter experts to identify, develop and deploy business processes. The Salesforce Administrator will be responsible for the executing on the day-to-day configuration, support, maintenance and improvement of our CRM platform.


Organisational Position (Illustrative)
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Key Responsibilities
· Serve as system administrator for the Salesforce.com environment
· Ongoing Salesforce declarative updates and changes aligned to NHSP Release Management process. 
· Deployment of changes into production utilising NHSP’s Release Management tooling such as Gearset 
· Handle all basic administrative functions including user account maintenance, reports and dashboards and other routine tasks
· Complete regular internal system audits
· Prepare for internal/Salesforce releases, including the Spring/Summer/Winter SalesForce releases
· Monitor and report on the use and adoption of Salesforce
· Coordinate the evaluation, scope and completion of new development requests
· Lead “Help Desk” triage and request prioritization, provide Tier 2/3 SFDC support
· Maintain and enrich existing documentation specific to NHSPs Salesforce environment
· Research, assess and communicate new features from Salesforce.com releases that will impact our processes and use of the platform.
· Work with our management team to establish suitable processes to support administrative, development, and change management activities
· Assist in training of new users, and grow the Salesforce.com skillset across the organisation
· Effectively act as the liaison between our users, vendors and the application development teams
· Work independently with members of the user community to define and document development requirements 

Key Accountabilities

· Administer and maintain the NHS Professionals Salesforce platform, ensuring system availability, performance, security, and data integrity across Sales Cloud, Service Cloud, and Experience Cloud.
· Provide day-to-day system administration including user management, profile and permission maintenance, role hierarchy management, queues, public groups, and security configuration.
· Configure and enhance Salesforce functionality through declarative tools including custom objects, fields, page layouts, record types, validation rules, flows, reports, dashboards, and automation.
· Act as the first point of contact for Salesforce support requests, investigating and resolving incidents, service requests, and system issues within agreed service levels.
· Work closely with business stakeholders to gather, analyse, and document requirements, translating business needs into scalable Salesforce solutions.
· Support the delivery of Salesforce releases, enhancements, and projects by participating in solution design, testing, deployment, and post-release validation activities.
· Create and maintain system documentation, including configuration records, user guides, knowledge articles, process maps, and support procedures.
· Monitor platform usage, adoption, performance, and data quality, identifying opportunities for optimisation and continuous improvement.
· Develop and maintain reports and dashboards to support operational management, compliance reporting, and business decision-making.
· Support data management activities including data imports, data cleansing, deduplication, archiving, and data quality initiatives.
· Collaborate with internal IT teams, suppliers, and third-party partners to support integrations between Salesforce and connected systems.
· Participate in system testing activities including unit testing, user acceptance testing (UAT), regression testing, and release readiness activities.
· Ensure all platform changes comply with organisational governance, security, audit, and change management processes.
· Stay current with Salesforce releases and best practices, assessing new functionality and recommending improvements to maximise business value.
· Support the Salesforce Centre of Excellence by promoting best practices, standardisation, user adoption, and continuous platform improvement.
· Provide training, guidance, and knowledge transfer to end users and stakeholders to ensure effective use of the Salesforce platform.
· Contribute to incident management, problem management, and root cause analysis activities to improve service reliability and user experience.


Key Values:
In addition to undertaking the duties as outlined above, the job holder will be expected to fully adhere to the following: 
· Equality and Diversity
To act in accordance with NHS Professionals’ Equality and Diversity Policy - this is designed to prevent discrimination of any kind.
· Health and Safety
Ensure that all duties are carried out in line with NHS Professionals’ Health and Safety Policy.
· Corporate Image
Always adopt a professional image.
· Risk Management
Responsibility for reporting complaints, incidents and near misses through the relevant channel.
Responsibility for attending health and safety training as required.
Responsibility for assisting in risk assessments.

· Scheme of Delegation
To comply with the Scheme of Delegation - this requires any employee to declare an interest, direct or in-direct, with contracts involving the organisation.

Note: 
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· This job description outlines the roles, duties and responsibilities of the post. It is not intended to detail all specific tasks.
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PERSON SPECIFICATION

	Criteria
	Essential
(When applying for this job it is important you fulfil all these essential requirements. 
If you do not you are unlikely to be interviewed)

	Desirable
(When applying for this job it is desirable you fulfil these requirements.  However, if you do not, you may still apply and may be interviewed)


	Qualifications and Knowledge:

	· Salesforce Administrator Certification (ADM201) or equivalent experience.
· Educated to A-Level standard or equivalent experience in a relevant IT discipline
· Good understanding of CRM systems, data management, and system administration principles.
· Sales Cloud & Service Cloud Experience 
	· Knowledge of ITIL principles and service management processes.
· Degree in Information Technology, Computer Science, or related discipline. 
·  Understanding of healthcare, NHS, or public sector environments.

	Experience:

	· Proven experience administering and supporting Salesforce platforms. 
· 2+ years hands on Salesforce CRM System Administration Experience
· Experience managing users, profiles, permissions, security settings, and data quality activities. 
· Experience gathering business requirements and translating them into system solutions.
· Experience supporting system releases, testing, and change management processes.
· Experience with Salesforce Data Loader, Flow, and reporting/analytics tools.

	· Experience working within a Salesforce Centre of Excellence model. 
· Experience supporting integrations between Salesforce and other business systems. 
· Experience using Agile delivery methodologies. 



	Communication and People Skills:

	· Excellent verbal and written communication skills. 
· Ability to explain technical concepts to non-technical audiences. 
· Strong stakeholder management skills with the ability to build effective working relationships. 
· Ability to provide user training and support.
	• Experience delivering workshops or training sessions. 
• Experience working with third-party suppliers and offshore support teams.


	Organisational Skills

	· Ability to manage multiple priorities and work effectively under pressure. 
· Strong attention to detail and commitment to quality.
· Effective planning, time management, and problem-solving skills. 
· Ability to work independently and manage workload with minimal supervision.

	· Experience coordinating releases, deployments, or project activities across multiple teams.


	Specialist Knowledge and Skills

	· Strong knowledge of Salesforce configuration, including objects, fields, page layouts, validation rules, flows, reports, and dashboards.
· Understanding of Salesforce security model, role hierarchy, and sharing rules. 
· Ability to troubleshoot and resolve system issues. 
· Strong data management and reporting skills.

	· Knowledge of Experience Cloud administration.
· Familiarity with Salesforce DevOps, release management, and deployment tools.
· Understanding of integrations, APIs, MuleSoft, or single sign-on solutions. 
· Knowledge of Conga, DocuSign, or other Salesforce ecosystem applications.

	Physical Skills:
	Must pass pre-employment health assessment.
	

	Equality

	Candidates should indicate an acceptance of and commitment to the principles underlying NHSP’s Equality and Diversity and Health and Safety Policies.
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