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Branch Surgery at Barton


Job Title: Patient Communications and Secretaries Team Leader 

Reports to: Assistant Practice Manager

Working hours: 30

Job Description

The main purpose of this post is to lead a team of patient comms and secretarial staff whilst also helping the team to provide a full range of services to the clinicians.  Duties will include processing information, electronic and hard copy, in a timely manner, liaising and corresponding with patients and healthcare professionals with accuracy and discretion. 

All employees are expected to show a high standard of teamwork. This includes undertaking the work of absent colleagues or assisting others where the workload is particularly high. Accordingly, there may be a requirement to undertake other duties.

Roles and responsibilities:

· Provide health care secretarial services to the Practice team, working in accordance with Practice protocols and guidelines
· Telephone enquiries/messages - ensuring accurate and appropriate action taken
· Answer the surgery bypass line which involves calls from professionals and directing them to the appropriate person with the surgery.
· Maintain effective liaison with other agencies and staff concerned with patient care and with other disciplines within the practice, with appropriate regard to confidentiality.
· Prepare letters and reports
· Update/maintain medical records appreciating confidentiality and accuracy requirements
· Monitor and respond to emails sent to practice email accounts
· Provide an efficient audio, copy typing and word processing service for clinical staff on a daily basis, prioritising urgent requests.
· Manage the Choose & Book referral system to make appointments, bookings and e-Referrals
· Retrieve medical records and assist the completion of medical/insurance records.  This involves the use of the iGPR system.
· File patient records and correspondence in patient medical records.
· Receive incoming and initiate outgoing telephone calls in a timely and appropriate manner, taking messages and dealing with queries.
· Maintain the computer clinic system in an accurate and secure manner.
· Assist with the gathering of statistics and information when required.
· Provide cover for members of the team during periods of sickness and annual leave.
· Respond to online consultations pertaining to referrals, letters, report requests and all other Secretarial requests.
· Importing and updating document templates 
· 2ww audits to ensure referrals are picked up.
· Cancer care audits for follow up
· Assist the QOF Lead with referral figures and follow up
· Manage and prioritise workload for team members
· Disseminate information pertaining to team members within an appropriate time frame
· Gold Standards Framework admin lead 
· Deaths deductions and admin 
· Daily monitoring of tasks and online consults 
· Batch texting 
· CHVS, Livi and EA tasks that come in 
· Unmatched results 
· Rotas for tasks, online consults and patient enquiry line 

	

	
	

	Team Leader responsibilities 

Appraisals
1:1s and team meetings 
Arranging training 
Team complaints
Rotas and holiday cover 
Holiday and overtime approvals 
Assisting with the recruitment of new staff
Overseeing the training of new staff 
Attending and participating in Team Leader meetings 
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