Chelston Hall Surgery
JOB TITLE:
Patient Communications Administrator 

REPORTS TO:
Patients Communications and Secretaries Team leader
HOURS:
24 hours per week



Job summary

The potholder will have a positive, can-do attitude and be responsible for patient registrations and deductions as well as providing a range of administrative support for the Patient Communications team. 
In this role you will be dealing closely with patients on a daily basis, both face to face, over the telephone and via email. We are looking for someone with a confident and patient focused approach to their work, who is able to problem solve and adapt to change. 
Duties include: 
· Responsibility for patient registrations and deductions

· Receiving incoming telephone calls for general enquiry line during sickness or annual leave cover

· Actioning/chasing up queries and passing on calls

· Open and sort daily post (internal and external)

· Scanning of medical records 

· Assistance with COVID vaccination administration

· Admin support for the Flu team during flu season

· Responding to patient emails and taking action when required

· Flexible cover for sick/annual leave e.g on reception
· Queries and applications for online services

· Dealing with online consultations, including replies and follow up

· Processing of BP monitoring forms.
· Process GP to GP electronic medical records
· Attach clinical letters to patient records and follow up on any action required
· Medical record summarisation
· Coding hospital letters.  
Person Specification:
· Excellent communications skills

· A positive outlook

· An ability to cope with change

· A confident approach to problem solving

Knowledge and Skills:

Essential

· Excellent computer skills

· A knowledge of Microsoft Office

· Able to work to strict deadlines

· Ability to work accurately and concisely with attention to detail.

· A pleasant and calm telephone manner

Desirable

· Experience of working in General Practice, knowledge of the organisation and structure of primary and secondary health care is an advantage but not essential.
· Experience of working with the EMIS Web GP system, however training will be given

· A background knowledge of online services or a willingness to learn about these

Qualifications
Essential

· Educated to GCSE level or equivalent including English and Maths (A-C grade).

· Educated in Microsoft Office or to have a job history of working with Office 

Disclosure and Barring Service Check

This post is subject to the Rehabilitation of Offenders Act (Exceptions Order) 1975 and as such it will be necessary for a submission for Disclosure to be made to the Disclosure and Barring Service (formerly known as CRB) to check for any previous criminal convictions.
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