JOB DESCRIPTION

JOB TITLE:


Medical Administrator
RESPONSIBLE TO:
Assistant Practice Manager

MAIN PURPOSE OF POST

To provide a point of contact for patients and act as a point of communication between patients, doctors and other medical staff.  To be responsible for undertaking a wide range of administrative, reception and secretarial support for the multidisciplinary practice team.  

Hourly Rate: £13.79 - £14.81, depending on age and experience (including Distant Islands Allowance)
Hours:  20 hours per week, plus regular annual leave cover and sick leave cover, if required (part time post only).
MAJOR DUTIES/RESPONSIBILITIES OF POST

1. Reception Duties

· Check patients in.

· Ensure that patients who need urgent consultations are seen with minimum disruption to surgeries.

· Explain practice arrangements to new patients and those wishing to register as temporary patients.

· Advise patients of relevant charges for private services, accept payment and issue receipts.

· Enter requests for home visits into clinical system, stating time received, address, nature of problem and degree of urgency and inform doctor immediately if visit is urgent.  

· Record and process repeat prescriptions.

· Signpost patients to the appropriate service

· Deal with any other queries, as required
2. Management of Appointment System

· Ensure familiarity with all doctor and nurse appointment systems.

· Book appointments and visits, ensuring that sufficient information is recorded to identify patient.

· Monitor effectiveness of systems and report any major problems identified to practice manager.

3. Management of Medical Records

· Scanning of incoming documents

· Summarising and coding of data in clinical system (Vision)

· Ensure correspondence, reports and results are filed regularly in correct order in electronic record.

4. Operation of Telephone System

· Receive and make calls as required.  Divert calls and take and pass on messages as appropriate.

5. Start and End of Day Procedures

· Open premises at start of day and switch off intruder alarm.

· Lock premises at end of day, ensuring that building is secure and set intruder alarm.

6. Administration
· Undertake typing of letters, referrals and reports.
· Entering patient information into computer system as required.

· Processing repeat prescriptions.

· Processing incoming and outgoing mail.

· Undertaking tasks in the practice’s internal communication system (Daybook), as required.

· Photocopying, as required

· Carrying out computer searches, as required

· Ordering and monitoring stationery supplies

7. Special Requirements of Post

· An understanding, acceptance and adherence to the need for strict confidentiality.

· An ability to use own judgement, resourcefulness, common sense and local knowledge, to respond to patients’ enquiries and requests.
· Excellent communication skills.

· Familiarity with complaints procedure.

· Familiarity with General Data Protection Regulation 2018

