WEST QUAY

MEDICAL CENTRE

West Quay Medical Centre

Administrator
Job Description

Post: Administrator

Location: West Quay Medical Centre, Hood Road Barry
Salary: £7.93

Hours: As per contract

Report to: IT & Data Manager

Job Purpose and Main Duties

To provide clerical and administration support to the practice team to enable the delivery of
efficient and effective clinical services. To operate and maintain essential practice
administrative systems and associated procedures. To provide general assistance to the
practice team and project a positive and friendly image to patients and other visitors, either
in person or via the telephone. To work in accordance to the practice protocols and
policies.

Job Duties

e Opening and processing and distributing mail (Both hard copy and electronic)
received on a daily basis

e To maintain patients manual and computerised medical records in accordance with
practice procedures; filing and retrieving correspondence, scanning documents
directly into patient records and assigning patient clinical letters to the appropriate
doctors on the clinical system.

e To be responsible for the scanning of and medical coding of clinical correspondence
onto our clinical system, Vision, using Docman

e Undertake registration of new patients including computer data entry and updating
medical records.

e Update the patients electronic medical record as changes occur to include changes
to demographic details as well as relevant observations and special notes or alerts

e Summarisation of medical records using appropriate read codes following the
practice procedure.

e Undertake data inputting and read coding.

e With the support of the IT and Data Manager design and run searches and reports as
defined by the Partners and/Management Team

e Allocate patients results to the appropriate clinician.

e Working alongside the Practice Nurse Team to provide administration support for
vaccination clinics as needed.
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e Provide temporary cover to the Medical Secretary during annual leave or absence.

e Preparation of the Meeting Room for external and internal meetings.

e Provide support to the reception team as required to include:

o Manage telephone calls both incoming and outgoing. Divert calls and take
messages, ensuring accuracy of detail and appropriate delivery.

o Ensure telephones are answered promptly and professionally.

o To provide a courteous and helpful service to patients contacting the surgery
or when dealing with telephone enquiries.

e To Provide General Administration Duties to include Support to the Practice
Manager, IT & Data Manager, Laminating, photocopying, filing and faxing.

e To have a thorough knowledge of all Practice procedures and work in accordance
with written protocols

e To undergo training in new patient management systems as and when necessary.

e Open up premises at the start of the day when first to arrive, de-activate alarm and
make all necessary preparations to receive patients. When last to leave at the end of
the day, ensure that the building is totally secured, internal lights are off and the
alarm activated.

e Any other tasks allocated by managers

e Flexibility to cover holidays and sickness are a requirement to this post between the
hours of 08.00 — 18.30

GENERAL INFORMATION

Confidentiality:

In the course of seeking treatment, patients entrust us with, or allow us to gather, sensitive
information in relation to their health and other matters. They do so in confidence and
have the right to expect that staff will respect their privacy and act appropriately.

In the performance of the duties outlined in this Job Description, the post-holder may have
access to confidential information relating to patients and their carers, Practice staff and
other healthcare workers. They may also have access to information relating to the Practice
as a business organisation. All such information from any source is to be regarded as strictly
confidential.

Information relating to patients, carers, colleagues, other healthcare workers or the
business of the Practice may only be divulged to authorised persons in accordance with the
Practice policies and procedures relating to confidentiality and the protection of personal
and sensitive data

Health & Safety:
The post-holder will assist in promoting and maintaining their own and others’ health,
safety and security as defined in the practice Health & Safety Policy, the practice Health &
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Safety Manual, and the practice Infection Control policy and published procedures. This will
include:
e Using personal security systems within the workplace according to Practice
guidelines
e Identifying the risks involved in work activities and undertaking such activities in a
way that manages those risks
e Making effective use of training to update knowledge and skills
e Using appropriate infection control procedures, maintaining work areas in a tidy and
safe way and free from hazards
e Actively reporting of health and safety hazards and infection hazards immediately
when recognised
e Keeping own work areas and general / patient areas generally clean, assisting in the
maintenance of general standards of cleanliness consistent with the scope of the job
holder’s role
e Undertaking periodic infection control training (minimum annually)
e Reporting potential risks identified

Equality and Diversity:
The post-holder will support the equality, diversity and rights of patients, carers and
colleagues, to include:

e Acting in a way that recognises the importance of people’s rights, interpreting them
in a way that is consistent with Practice procedures and policies, and current
legislation

e Respecting the privacy, dignity, needs and beliefs of patients, carers and colleagues

e Behaving in a manner which is welcoming to and of the individual, is non-judgmental
and respects their circumstances, feelings priorities and rights.

Personal/Professional Development:
The post-holder will participate in any training programme implemented by the Practice as
part of this employment, such training to include:

e Participation in an annual individual performance review, including taking
responsibility for maintaining a record of own personal and/or professional
development

e Taking responsibility for own development, learning and performance and
demonstrating skills and activities to others who are undertaking similar work

Quality:
The post-holder will strive to maintain quality within the Practice, and will:
e Alert other team members to issues of quality and risk
e Assess own performance and take accountability for own actions, either directly or
under supervision
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Contribute to the effectiveness of the team by reflecting on own and team activities
and making suggestions on ways to improve and enhance the team’s performance
Work effectively with individuals in other agencies to meet patients needs

Effectively manage own time, workload and resources

Communication:
The post-holder should recognise the importance of effective communication within the
team and will strive to:

Communicate effectively with other team members

Communicate effectively with patients and carers

Recognize people’s needs for alternative methods of communication and respond
accordingly

Contribution to the Implementation of Services:
The post-holder will:

Apply Practice policies, standards and guidance

Discuss with other members of the team how the policies, standards and guidelines
will affect own work

Participate in audit where appropriate

Special requirements of the post:

This job description represents an outline of the post and is not exhaustive; it provides an
indication only of the scope and range of the duties to be undertaken. The post holder may
be required to undertake other related duties not specifically mentioned above. The job
description therefore is intended to be flexible and is subject to review and amendment
following consultation between the post holder and line manager.
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Person Specification

Administrator
West Quay Medical Centre

Attributes Essential Desirable Method of
Assessment

Academic/ Good Standard of general AMPAR Application Form/

Vocational educations Certificate Check

Qualifications

At Least GCSE Standard
English Language

Word Processing/typing
qualifications

Working in an IT- Primary care experience | Application
Experience dependent environment Experience of working form/references

Experience of working in a with Vision Clinical

NHS environment System

Experience of working with Experience of using the

clinical computer systems WCCG

Microsoft Office, Word,

Excel, Data Bases and

Outlook

Patient confidentiality

Customer service

experience

Experience of operational

and telephone systems

Excellent inter-personal Knowledge of medical | Application
Knowledge/ skills Terminology Form/Interview/
Skills Problem-solving skills Knowledge of Primary | References

Good communicator
Good IT skills, Ability to
use Microsoft Windows
packages

Audio Typing and Word
processing

Ability to work alone and
as a member of a team
Good communication skills
Good organisational skills
Ability to work to tight
deadlines

Ability to liaise with
internal and external

Care
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partners

Good time management Application
Qualities/ Flexible in approach, Form/Interview/
Attributes enthusiastic and self References

motivated

Organised and resourceful

Able to cope well under

pressure

Displays sensitivity and

confidentiality

Polite, friendly, honest and

reliable

Self-motivated — able to

work with minimal

direction

Hard working, reliable and

resourceful
Other Ability to be flexible | ¢ Ability to speak Welsh Application

towards the needs of the Form/Interview/

service References

Ability to travel between
sites in a timely manner




