Culverhay Surgery
Wotton under Edge, Berkeley & Frampton on Severn
Gloucestershire


JOB DESCRIPTION


JOB TITLE:		Medical Secretary/Administrator

REPORTS TO:	Lead Secretary

HOURS:	14 hours per week


Job summary:

The Medical Secretary will provide comprehensive secretarial and administrative support to doctors, health professionals and the practice management team, contributing to the smooth and effective operation of the practice. The role will include audio typing and the accurate preparation of clinical correspondence using SystmOne and Microsoft Office, including Outlook, alongside a range of general administrative duties.
Working closely and in partnership with clinicians, practice managers and other members of the practice team, the Secretary will help coordinate and facilitate effective communication and the delivery of services. The postholder will liaise with patients and practice staff in a professional, supportive and responsive manner, helping to ensure that patients receive proactive, person-centred care.
The role requires excellent organisational and communication skills, attention to detail, confidentiality and the ability to manage competing priorities while working effectively as part of a multidisciplinary team.

Duties and responsibilities:

Working with Patients:

· Support patients to navigate their care pathways across primary and secondary care, helping to coordinate care and access appropriate services.

· Work as part of the wider primary care team, coordinating information and input from clinicians, secondary care and other healthcare teams.

· Arrange, coordinate and manage secondary care appointments, supporting patients to access planned care in a timely and organised way.

· Respond to and manage patient queries as requested by reception colleagues, escalating clinical or complex queries to the appropriate member of the practice team.

· Provide a professional, supportive and patient-centred service, helping patients understand and navigate administrative aspects of their care.

Administration:

· To provide an efficient and accurate audio, copy typing and word processing service for GPs and health professionals as required. This includes the typing of letters, reports, patient referrals, minutes, emails etc.

· To assist the practice and operations managers with clerical and administrative duties as appropriate.

· To make appointments, bookings as required.  This involves the use of the ‘eReferral’ system.

· To establish and maintain filing and administrative systems so that written or computer information is easily accessible and secure.

· File patient records and correspondence in patient medical records (both paper and computerised records).

· To receive incoming and initiate outgoing telephone calls in order to facilitate timely and appropriate communications with others, for example consultants, patients, other medical secretaries.  This would involve taking messages and dealing with appropriate queries.

· Coding of letters from workflow.

· To maintain the computer clinic system in an accurate and secure manner.

· To assist with the gathering of statistics and information when required.

· To provide cover for members of the secretarial team during periods of sickness and annual leave.
.
Training and Development:

· Training, clinical supervision and leadership will be provided 

· Regular 121’s and appraisals will be undertaken

· As part of their personal development, the post holder will be required to undertake appropriate training as set out by the Personalised Care Institute
https://www.england.nhs.uk/personalisedcare/supporting-health-and-care-staff-to-deliver-personalised-care/
. 



Scope and Purpose of Job Description
The job description does not constitute a ‘term and condition of employment’. It is provided only as a guide to assist the employee in the performance of their job. The NHS and GP practices are fast moving organisations and therefore changes in employees’ duties may be necessary from time to time. The job description is not intended to be an inflexible or finite list of tasks and may be varied from time to time after consultation/discussion with the post holder. 


Other Information:

General
This job description is not intended to be an exhaustive list of activities, but rather an outline of and guide to the main areas of responsibility.  These may change from time to time to meet the needs of the service and/or the practice, and/or the development needs of the post holder.  This job description will be revised regularly to take account of changes within the organisation.

Other duties
The post holder will be required to undertake any other duties according to the needs of the service.  Any reasonable changes will be discussed and agreed with the post holder before any variations to the job description are made.

Travel to other sites
The post holder may be required to travel.

Code of Conduct
All staff are required to work in accordance with the code of conduct for their professional group (e.g. Nursing and Midwifery Council, Health Professions Council, General Medical Council, NHS Code of Conduct for Senior Managers) and in accordance with the staff handbook.

Equal Opportunities
The Culverhay Surgery is an equal opportunities employer and you will be expected to comply with all relevant policies and procedures in this area together with all other policies and procedures as initiated by the practice. The post-holder is expected to act at all times in ways that respect the privacy, dignity and beliefs of patients, carers and colleagues. 

Criminal Records Bureau
Applicants for posts in the NHS are exempt from the Rehabilitation of Offenders Act 1974.  All applicants who are offered employment will be subject to a criminal record check from the Disclosure and Barring Service before their appointment is confirmed. 

Work Visa/ Permits/Leave To Remain
If you are a non-resident of the United Kingdom or European Economic Union, you are required to have a valid work visa and leave to remain in the UK, which is renewed as required. We are unable to employ or continue to employ you if you require but do not have a valid work visa and/or leave to remain in the UK.

Confidentiality
All information obtained in the course of the post holder’s duties should be treated as strictly confidential.  Any breach of confidence or disclosure of such information, without express permission, may lead to disciplinary action. The post holder has a responsibility to comply with all current statutory requirements and NHS regulations. 
https://www.england.nhs.uk/publication/confidentiality-policy/

Health and Safety at Work 
The post holder is required to take responsibility for maintaining their own and other’s health, safety and security in accordance with practice policies and the Health and Safety at Work Act 1974.


Infection control
It is the responsibility of all staff, whether clinical or non-clinical, to familiarise themselves with and adhere to current policy in relation to the prevention of the spread of infection.  

Complaints
From time to time, complaints may occur, no matter how professional the approach of our staff.  All complaints are investigated promptly, and the full co-operation of staff is required. 

Clinical Governance and Risk management
All staff have a role to play in improving and contributing to the quality of care provided to our patients. As an employee you are expected to take a proactive role in supporting the practice’s clinical governance agenda by:

· Taking part in activities for improving quality such as clinical audit
· Identifying and managing risks through incident and near miss reporting and undertaking risk assessments
· Following polices, guidelines and procedures
· Maintaining continued professional development
· Adhering to practice standards for record keeping when making entries into patient health records 

Information Quality Assurance
The post holder is expected to take due diligence and care in regard to any information collected, recorded, processed or handled during the course of their work and to ensure that such information is collected, recorded, processed and handled in compliance with practice’s requirements and instructions.

Freedom of Information
The post holder should be aware of the responsibility placed on employees under the Freedom of Information Act 2000 and is responsible for helping to ensure that the practice complies with the Act when handling or dealing with any information relating to practice activity.

You should understand that this is a description of the job as it is presently constituted.  Whilst this job description sets out the duties which such a job normally entails, you should appreciate that this is not to be regarded as exhaustive.  You should further understand that job titles and job descriptions may be amended by the employer, and that employees may be called upon to carry out additional or other duties as may reasonably be required by the employer.  Furthermore, it is the practice of the employer periodically to examine and review job descriptions to ensure that they continue to relate to the job which is being performed.  In addition, the employer, during such examination or review, may consider that changed must be made to the job descriptions.  Whilst there will be consultation on such issues, employees should understand that, if agreement cannot be reached, then the employer reserves the right to make changes to job descriptions where it considers such necessary.



	Person Specification – Medical Secretary 

	Qualifications
	Essential
	Desirable

	Good basic education consisting of 5 or more GCSEs, including English and Maths (Grade C) or equivalent.
	
	

	Educated to A-level standard
	
	

	Other specific qualifications (Secretarial/keyboarding)
	
	

	Experience
	

	Experience of working directly with members of the public in a busy office environment
	
	

	Experience of working directly with members of the public in a busy NHS environment
	
	

	Experience of setting up general office administrative systems / working in an administrative office environment
	
	

	Experience of working as part of a team
	
	

	Skills
	

	Clinical software skills - SystmOne
	
	

	IT skills: Intermediate
	
	

	Keyboard skills:  Intermediate
	
	

	Library & indexing skills/ knows ABC
	
	

	Literacy skills (spelling, comprehension etc)
	
	

	Medical terminology
	
	

	Organisational / problem solving skills
	
	

	Report / Letter writing skills
	
	

	Statistical / data analysis skills
	
	

	Verbal communication skills – ability to deal with people in person and on the telephone
	
	

	Verbal reasoning skills
	
	

	Microsoft Office: 
Word
	

	

	Excel
	
	

	Communication
	
	

	Verbal –  vocabulary, pitch, tone, inflection of voice
	
	

	Body language – positive and self assured (eg smiling, making eye contact)
	
	

	Complexity and Creativity
	
	

	Ability to solve problems within area of work/knowledge
	
	

	Able to work with a wide variety of tasks
	
	

	Ability to apply set procedures
	
	

	Accurate and thorough approach
	
	

	Flexibility
	
	

	Flexible approach to undertaking a wide variety of tasks
	
	

	Flexible with regard to working hours, eg additional hours for sickness and  holiday cover
	
	

	Able to undertake training outside of normal working hours if
necessary
	
	

	Interested in/aptitude for learning new skills/taking on new 
challenges?
	
	

	Judgement and Decision Making 

	Comfortable working to agreed objectives
	
	

	Ability to work without supervision
	
	

	Ability to make decisions within defined procedures/legislation
	
	

	People Skills 
	
	

	Strong appreciation of customer service skills
	
	

	Awareness of diversity issues and able to work in a positive, non-discriminatory way
	
	

	Mature outlook
	
	

	Social Skills 
	
	

	Team player
	
	

	Highly motivated
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