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 Displays courteous, efficient and robust lines of communication between patients, community 
staff and other clinicians / external stakeholders e.g. Community nursing, Community hospitals, 
voluntary sector, GP practices, hospitals, hospice. 

 Acts as the first point of contact for professionals and patients and is responsible for 
managing telephone calls and dealing with all enquiries. 

 Disseminates service information to staff across the relevant team / designated area as 
requested using various means of communication: telephone, meetings via Teams. 

 Prepares and maintains meeting agendas and minutes, letters, interview packs and reports of 
a confidential nature. 

 Monitoring NHS email inbox and working closely with the Specialist Nurses. 

 Awareness of budgetary issues, the effective and safe use of resources. 

 Utilises electronic systems such as EMIS, Imail and ordering systems, uploading wound photos 
and referrals. 

 Reports all complaints, hazards, near miss incidents, incidents and accidents and escalates to 
line manager / clinical lead in a timely manner. 

 Regularly reviews systems of work, suggest and develop new ways of working to improve 
efficiency. 

 Undertake own annual appraisal and attends all mandatory training as required for the role. 

 Network with other services and administrators 
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http://www.nhs.uk/choiceintheNHS/Rightsandpledges/NHSConstitution/Pages/Overview.aspx
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