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Job Description

	Post title:
	Senior Administrator

	Reports to:
	PCN Manager/Digital Transformation Lead

	Base:
	CGH Partnership

	Function:
	Administration



Job Summary:
Senior Administrators are responsible for supporting the Management team in ensuring that day-to-day operations run smoothly. They oversee the workflow of clinical and non-clinical teams, reallocate tasks when required, and provide support for administrative and basic clinical support tasks including blood pressure (BP) monitoring coordination, QoF administration, high-risk drug monitoring, meeting minutes, and liaison with external agencies.









Principal accountabilities:

QoF Administration
• Maintain accurate and up-to-date QoF disease registers.
• Run clinical system searches to identify patients requiring review.
• Coordinate recall systems for QoF and long-term condition reviews, including BP checks.
• Liaise with clinicians to ensure QoF targets are achieved.
• Ensure accurate coding of clinical data.
• Produce and monitor QoF performance reports.

High-Risk Drug Monitoring
• Maintain registers for patients on high-risk medications (e.g. lithium, methotrexate, DMARDs, anticoagulants).
• Monitor due dates for blood tests and medication reviews.
• Contact patients to arrange required monitoring.
• Liaise with clinicians regarding abnormal or overdue results.
• Ensure monitoring activity is coded accurately in the clinical system.
• Support safe prescribing and compliance with practice protocols.

Emails
• Dealing with queries from patients including sending responses.
• Sending emails on behalf of the clinical team where appropriate.
• Attaching photographs or clinical correspondence to patient records.
• Processing Admission Notifications ready for filing onto patient records.
• Ensuring that any urgent correspondence is dealt with according to practice protocols.

Lab results
• Resolving unmatched results and allocating appropriately.
• Re-allocating any lab results to another clinician when someone is on leave.
• Reporting any incidents of non-receipt of results to the Management Team.

Tasks
• Dealing with general day-to-day administrative tasks (e.g. referrals, chasing clinic letters, lab queries).
• Re-allocating tasks when clinicians are on leave.
• Providing support with administrative clinical tasks such as BP monitoring recalls, patient contact, and recording readings where appropriate.
• Completing any other reasonable tasks set by the Management Team.

Additional
• Ensuring the task rota is working effectively and recommending changes where appropriate.
• Monitoring workflow areas within the clinical system and flagging backlogs.
• Taking minutes for clinical and non-clinical meetings when required.
• Supporting training and development of the administrative team.
• Raising incidents or concerns with the Management team.
• Supporting the Management team with other appropriate tasks.


Knowledge, training & experience
• Experience of working within an administrative setting.
• Experience of IT systems such as Word and clinical systems (e.g. EMIS

Special requirements of the post
• An understanding, acceptance and adherence to the need for strict confidentiality.
• Ability to use own judgment, resourcefulness and common sense, and know when to seek assistance.
• Commitment to the effective use of NHS resources.
• To maintain own professional development in line with current professional regulations.

Confidentiality
All patient and practice information must be treated as strictly confidential and only shared with authorised persons in accordance with practice policies.

Health & safety
The post holder will assist in promoting and maintaining their own and others’ health, safety and security in line with practice policy.

Equality and diversity
The post-holder will support the equality, diversity and rights of patients, carers and colleagues.

Personal and professional development
The post holder will participate in training, annual appraisal, and maintain a personal development plan.

Quality
The post holder will strive to maintain quality within the practice and contribute to service improvement.


Communication
The post holder will communicate effectively with team members and maintain confidentiality at all times.

Contribution to the implementation of services
The post holder will apply practice policies and participate in audits where appropriate.

Infection control
All staff are responsible for complying with infection control policies and reporting concerns to their line manager.



This job description is a guide to the work that you will initially be required to undertake.  It may be changed from time to time, in consultation with you, to meet changing circumstances.  It does not form part of your contract of employment.
Operose Health is an equal opportunities employer that is committed to diversity and values the ways in which we are different. All qualified applicants will receive consideration for employment without regard to race, colour, religion, sex, sexual orientation, gender identity, disability or other characteristic protected by applicable law.
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