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Job Description

	[bookmark: _Hlk170214953]Post title:
	Admin Lead -ssistant Practice Manager

	Reports to:
	Practice Manager

	Function:
	Management  



Job Summary:
To lead the administrative team on a day-to-day operational basis ensuring that services are delivered in a coordinated and efficient manner and in accordance with the service specification and key performance indicators and ensuring excellent patient care
To take a lead in at least one of the following areas, as determined by the Practice Manager:
1.	Administration duties
2.	QOF
3.	Admin Staff Development












Principal accountabilities:

Operations & leadership
· To support the Practice Manager in the operational delivery of services taking the operational lead in the absence of the Practice Manager 
· To ensure staffing is appropriate and managing any absences for immediate shifts 
· To ensure that excellent customer care is being delivered at all times
· To have line management responsibility for administration / reception staff to include appraisal and performance management
· To maintain and develop effective communication across the team
· To lead on a designated lead area and to work with the Practice Manager to achieve targets in these areas
· To work as an administrator as required by the service
· Any other reasonable tasks at the request of the Practice Manager

Lead areas
Lead areas are designed to ensure key processes are monitored.  The work may be undertaken by any competent member of staff, with the Admin Lead taking responsibility for identifying and resolving issues in order to deliver target achievement.  Admin Lead will need to cover absence and may be required to rotate around the lead areas.

Administration duties for the practice.
· Registrations and deductions
· Scanning and Post
· Pathology links
· Booking home visits
· Change of patient details
· Telephone answering
· DNA letters
· Prescribing
· Clinical and admin rota
· Monitoring and maintenance of the IT appointment system
· Read coding
· Order stationery and consumables for administration/reception areasthe practice
IT admin and password access to PC

 
QOF
· To ensure that all staff are aware of their responsibilities with QOF
· To regularly monitor the QOF achievement advising the Practice Manager of any risk areas
· To ensure the following are being undertaken in a timely manner:
· Summarising
· Smears
· Searches/audit
· Open Exeter (cytology)
· Recalls
· Smoking cessation


Staff development 
· Induction of new staff
· Monitoring and arrangement of mandatory training 
· Competency assessment and support for staff

Governance
· Adopt the 7 Steps of clinical governance including baseline risk assessment
· Escalate all governance concerns in a timely manner
· All mandatory training completed within the team in the timelines
· Robust implementation of guidelines, policies, procedures and alerts

Clinical governance and, health & safetyfety & complaint management
· To support the Practice Manager and the surgery team in Health and Safety issues and adhere to the company H&S policy 
· To support the Registered Manager in CQC compliance for the surgery
· Reporting any building or maintenance issues to Head Office
· To ensure data protection and confidentiality is maintained at all times
· To initially respond to any incidents or complaints liaising with the Practice Manager as soon as possible
· Ensure Policies/Procedures are in place and staff are aware of their location


Engagement with patients, internal and external stakeholders
· To meet regularly with admin team to ensure everyone is kept abreast of any changes to ensure they are implemented accordingly and to address any issues/suggestions made by the team.
· Meet regularly with the practice manager to ensure service delivery is maintained at a high level.
· To be the first point of call for patients and outside agencies relating to queries that admin staff is are unable to deal with.


Personal development:
· Ensure that personal mandatory or organisationally required training is up to date
· Engage in regular appraisal process and subsequent learning/change as required

Person specification
· Reception or customer care experience is essential 
· Ability to lead and manage a team
· The person must be an excellent communicator both spoken and written
· Must have PC skills – will be able to use basic Word, Excel and e-mail
· Must be able to work within processes/procedures
· Should be personable, polite and patient 
· Needs to be able to remain calm in fraught circumstances
· Needs to maintain confidentiality and data security
· Needs to apply common sense when dealing with situations which do not fit the norm
· Must be adaptable and comfortable dealing with changing priorities 
· Must be flexible to work different shifts as required by business needs
· Must be a team player
· Needs to be confident in implementing new and improved ways of working and processes to improve patient experience.
· Must have good understanding of QOF and delegate to admin and reception teams to ensure QOF targets are met.
· Must complete audits as required 
· Must have an eye for detail and a high level of accuracy



Infection control
All staff are responsible for protecting themselves and others against infection risks.  All staff regardless of whether clinical or not are expected to comply with current infection control policies and procedures and to report any problems regarding this to their line manager.

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. 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.
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