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JOB TITLE:	                       Medical Secretary

REPORTS TO:	Patient Communications and Secretaries Team Leader

HOURS:	36.5 hours per week		



Job summary:

The main purpose of the post is to provide a full range of secretarial services to the clinical team. 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 if required. Accordingly, there may be a requirement to undertake other duties from time to time.


Job responsibilities:

Providing secretarial services to the Practice team, working in accordance with Practice protocols and guidelines
· Ensuring accurate and appropriate action is taken with telephone enquiries and messages
· Answering the surgery bypass line which involves calls from professionals and directing them to the appropriate person with the surgery.
· Maintaining effective liaison with other agencies and staff concerned with patient care and with other disciplines within the practice, with appropriate regard to confidentiality.
· Preparing letters and reports
· Updating and maintaining medical records, appreciating confidentiality
· Monitoring and responding to emails sent to the Secretarial email account
· Providing an efficient audio, copy typing and word processing service for clinical staff on a daily basis, prioritising urgent requests.
· Managing the Choose & Book referral system to make appointments, bookings and e-Referrals
· Retrieving medical records and assisting the completion of medical/insurance records. This involves the use or the iGPR system.
· Filing patient records and correspondence in patient medical records.
· Assisting with the gathering of statistics and information when required.
· Providing cover for members of the secretarial team during periods of sickness and annual leave.
· Responding to eConsults pertaining to referrals, letters, report requests and all other Secretarial requests.
· Cross cover with the Patient Communications Team, assisting in admin work including the patient enquiry phone line.
. Provide administrative support to the GSF process 


Other Job Responsibilities:

Confidentiality
· Maintain confidentiality of information, acting within the terms of the Data Protection Act and Caldicott guidance on patient confidentiality at all times.
· Maintain an awareness of the Freedom of Information Act.
· Information relating to patients, carers, colleagues, other healthcare workers or the business of the practice may only be divulged to authorised persons in accordance with the Practice policies and procedures relating to confidentiality and the protection of personal and sensitive data


Health and Safety
· The post-holder will manage their own and others’ health & safety and infection control as defined in the Practice’s Health & Safety Policy, the Practice Health & Safety Manual, and the Practice’s Infection Control Policy and published procedures.
· Comply with Practice health & safety policies by following agreed safe working procedures
· Actively report health & safety hazards and infection hazards immediately
· Keeping work and general areas clean and tidy, and using appropriate infection control procedures to keep work areas hygienic and safe from contamination.
· Undertaking periodic infection control training (minimum annually)
· Awareness and compliance with national standards of infection control, hygiene, regulatory / contractual / professional requirements, and good practice guidelines.
· Correct personal use of Personal Protective Equipment (PPE) and ensuring correct use of PPE by others, advising on appropriate circumstances for use by clinicians, staff and patients.
· Reporting incidents using the organisations Incident Reporting System
· Using personal security systems within the workplace according to Practice guidelines
· Making effective use of training to update knowledge and skills

Equality and Diversity
· The post-holder will support, promote and maintain the Practice’s Equality & Diversity Policy.
· No person whether they are staff, patient or visitor should receive less favourable treatment because of their gender, ethnic origin, age, disability, sexual orientation, religion etc.
· The jobholder must comply with all policies and procedures designed to ensure equality of employment and that services are delivered in ways that meet the individual needs of patients and their families.

Personal/Professional development:
· The post-holder will participate in any training programme implemented by the practice as part of this employment, with such training to include:
· Participation in an annual individual performance review, including taking responsibility for maintaining a record of own personal and/or professional development
· Taking responsibility for own development, learning and performance and demonstrating skills and activities to others who are undertaking similar work

Other Delegated Duties:
This job description is not intended to be exhaustive - it may be changed after consultation with the post holder. The employee shares with the employer the responsibility for review and modification of duties.



Person specification:

Qualifications
Essential:
· Audio typing qualification or equivalent experience
· Secretarial studies or business administration certificate or equivalent experience.

Experience
Essential:
· Good working knowledge of Microsoft Office software packages, particularly Word and Excel
· Previous experience in a healthcare environment
· Knowledge of the importance of Data Protection and confidentiality
· Confident in problem solving
· Professional handling of all telephone calls
Desirable:
· Knowledge of clinical systems within the NHS
· Previous use of dictation software
· Previous use of the GP system software, EMIS
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