Job Evaluation Form 
	Job Title
	Administrator / Receptionist 


	Band / Framework 
	HCRG AF 1-B


	Reports to
	Administration Manager


	Service/Team
	Cheshire West and Chester Integrated Sexual Health – BU16



Section 1 – Job Context

	1. Job Purpose


	To support in delivering a consistent and co-ordinated reception and administrative function throughout Cheshire West and Chester sexual health provision. 
To perform a variety of tasks in support of the patient journey from referral to consultation through to discharge. The role is to receive, assist and direct patients in accessing the appropriate service or healthcare professional in a courteous, efficient, and effective way.

To provide efficient and effective administrative support to sexual health service, and by creating a good environment for the patients. To be proficient in the use of systems for booking and tracking all types of outpatient appointments and patient electronic records ensuring this function is co-ordinated and updated accurately and in a timely manner. 
To work in conjunction with the clinical and managerial teams to ensure appointment capacity is utilised and the timeliness of patient appointments is monitored. 

To undertake clerical duties to ensure a comprehensive and efficient administrative support service. 
The role of the Administrator/Receptionist will also support the wider service administration function of results, test administration and service communications.



	2. Key Accountabilities / Responsibilities 
	· To deliver a comprehensive, safe, and welcoming meet and greet service.

· Establish patient needs and deal with their requirements effectively, quickly and maintaining confidentiality. 
· To create, update and amend patient case notes as required, particularly in respect of ensuring all patient demographics are accurate as required. 

· To undertake reception duties, including updating patient’s personal details and 

· organising follow up appointments or add patient to an outpatient waiting list following a standard operational procedure. 

· To ensure telephone enquiries are dealt with in a polite and courteous manner and liaise with Administration Manager to action DNAs to the service. 

· Support with and maintain our robust express kit process, which will include the required result administrative tasks.

· Support the service with the management, promotion, and administration of our FFT (Friends and Family Test) campaign.

· Maintain a safe environment for patients, staff and visitors. 

· Contribute to working towards our call management service levels and maintain excellent customer service.

· To support the Administration Manager in the day-to-day operational functions of the department and undertake any office duties to ensure the efficiency of the administrative service is always maintained. 

· To complete all quality and safety training and any other training requirements that occur for support the role of an administration assistant.
· Adhere to filtering emails protocol with monitoring of the service email. 

· Retrieving patient medication and testing kit collection and completing the relevant coding of systems.


Section 2 Competence 

	5. Knowledge, Functional Skills, Experience & Qualifications


	Requirement – Note refer to Functional Competency Framework or Professional Standards for guidance.  It is important to convey the level of knowledge that the job requires, NOT what the existing jobholder may have.  

	
	Knowledge:

· IT skills and experience in using office software such as Word, Excel and PowerPoint
Experience:
• Able to organise and prioritise own workload

• Able to communicate effectively and in appropriate manner with individual and groups at all levels
• Able to use own initiative and judgement to analyse and resolve problems

• Ability to support and deliver to deadlines on a wide range of administrative processes.
• Good interpersonal skills, both verbal and written.
• Work using own initiative 

• Work as part of a multi-disciplinary team

• Able to plan own workload 

• Forward thinking with logical and positive attitude Flexible 

• Open and honest

• Ability to travel to other sites
Qualifications:

• Educated to GCSE level or equivalent 

• Knowledge and experience
• Full Driving License



