JOB DESCRIPTION

TITLE: 
Practice Administrator


REPORTING TO: 

Practice Manager 

HOURS OF WORK:
28- 30 hours /week Mon - Friday 
SALARY:
£25,200 - £26,000 Pro rata depending on experience

 Pension Scheme provided

Main Purpose of the Job

The main duties of the post holder will be to provide Administration support to a Gp Practice within the Surgery and fulfil all related clerical and administrative tasks.  

Key duties of the Job
1. To deliver an excellent standard of administrative support within The Surgery
2. To be able to demonstrate the required degree of accuracy and attention to detail to meet the needs of the post.
3. To maintain confidentiality at all times

4. To maintain accurate records in an efficient and effective manner in keeping with surgery requirements

5. To deliver and maintain a high level of customer care in all aspects of patient contact
6. To be able to prioritise workload and meet targets and deadlines required by the practice.
7. To comply with all record keeping requirements within the Surgery
8. To have a degree of flexibility and provide reasonable cover, under the direction of the Practice Manager, for other administrative staff within the surgery.

9. To liaise with outside agencies and all members of the wider primary care health team
.
10. To comply with existing procedures and protocols

11. To comply with Health and Safety at work legislation

12. To act as a keyholder with responsibility for opening & locking premises as required
13. To input data to the Emis Clinical system as directed by Gp’s & Managers.
14. Readcoding of clinical documents as per agreed protocols

15. To effectively process incoming and outgoing mail as per surgery protocol
16.  Dealing with practice correspondence
17. Scanning of documents on to the clinical system as per surgery protocol.
18. To provide other administrative support including typing of letters, reports, filing, photocopying, & emailing. 
19. To undertake training as required relevant to the post
20. To organise appointments diary and add schedules to clinical system.
21.  Delivery of test results to patients under the direction of Gp’s.

22. Administration of Insurance report requests, Solicitor requests and Patient Subject Access requests in line with GDPR compliance.

23. Set up and run reports from clinical system as required and under the direction of the Practice manager or Business Manager.
24. Responsibility for practice cervical screening programme & recall system.

25. Responsibility for practice child health surveillance programme

26. Daily administration of Out of Hours patient contacts.

27. Administration of Registration & Deduction of Practice patients
28. Any other duties as may be required to assist with the needs of the business.

Applicants please note:
This job description is intended to be an outline of the job as it is currently perceived and may be subject to review in light of the changing needs of the Surgery.  It is not intended to be rigid or inflexible, but should be regarded as providing guidelines within which the post holder will work.  Other duties of a similar nature and appropriate to the grade may be assigned from time to time.
WE ARE AN EQUAL OPPORTUNITIES EMPLOYER

ALL STAFF MUST COMPLY WITH THE NO SMOKING POLICY

All STAFF MUST COMPLY WITH THE DRESS CODE
PERSON SPECIFICATION
Essential Criteria

1. Candidates must hold 5 GCSEs (A-C) or equivalent, including English Language & Maths plus a minimum of two year’s relevant administrative experience.  
Or

NVQ/GNVQ Level 2 Business Administration plus a minimum of one year’s relevant administrative.
2. To be IT literate with a minimum of two year’s experience, and excellent knowledge of working effectively with Windows Programmes (Word, outlook & Excel) or equivalent

3. To possess effective communication and interpersonal skills.

4. To demonstrate an understanding, acceptance and adherence to the need for discretion and confidentiality.
5. Candidates should be able to demonstrate a high level of attention to detail and accuracy due to the importance and nature of the work.
6. Candidates should be polite and courteous towards patients, colleagues and all visitors to the practice and on the telephone.
7. To demonstrate an ability to work as part of a team and on own initiative.

8. To demonstrate an ability to prioritise workload and the ability to perform general admin duties to a high level.
9. To demonstrate an approach to work which is flexible and adaptable to meet the needs of the service
10. To demonstrate an approach to work which is both collaborative and co-operative

11. To carry out all duties in a reliable and consistent and efficient manner
Desirable Criteria

1. Recent administrative work experience within the Health Service/Gp Practice 
2. NVQ/GNVQ Level 3 in Business Administration

3. Previous experience of Emis Web clinical computer programme
4. To have successfully completed ECDL 

Applicants please note:

Whilst elements of the essential criteria will form the basis for short-listing, these may become more stringent by tightening the existing criteria.
WE ARE AN EQUAL OPPORTUNITIES EMPLOYER

ALL STAFF MUST COMPLY WITH THE NO SMOKING POLICY

All STAFF MUST COMPLY WITH THE DRESS CODE
