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JOB DESCRIPTION


Job title:		Bank Administrator 	

Managerially          		
accountable: 	Janet Mcinerney – Patient Pathway Coordinator Lead 

Professional 		
accountability:	Janet Mcinerney – Patient Pathway Coordinator Lead 

Service delivery at PPGHSM 

PPG believes in strong team work and partnership amongst its people. This approach is at the heart of everything we do to deliver a high level of patient care. 
Significant time and resources are invested in recruitment to ensure that rigorous standards are met and that staff share the same focus on teamwork and delivery. Employing high calibre people in roles that require personal responsibility and close interaction with patients allows everyone the opportunity to make a difference to patients during their treatment and deliver high quality outcomes. 
Supporting employees in their careers at PPGHSM with great opportunities to learn and develop through training, PPG is an organisation that’s continually innovating to raise standards of best practice in healthcare. 
PPG delivers services to create the best experience for their patients, through best standards of care, clinical excellence and low infection rates. A focus on selected procedures and skills in their delivery means that as a healthcare provider they can consistently improve their performance and in turn benefit their patients.

Purpose of Role
To work as a member of the Administration Team, providing a comprehensive and efficient administrative service to the Unit. The post holder will ensure that all patients, visitors, and staff are dealt with in a professional, courteous, and respectful manner, supporting the delivery of a high-quality, patient-centred service. The role includes providing clerical and administrative support, maintaining accurate records, and working collaboratively with all departments to ensure the smooth operation of hospital services.


Scope of role
To provide a professional and patient focused administration across the hospital 




Key Responsibilities and duties
1. Provide an efficient and effective booking service to patients. 
1. To answer telephone calls from patients, GP surgeries and other hospital staff on all aspects relating to booking appointments. To distribute calls and messages.
1. Provide advice in all matters relating to patient’s appointments, both by telephone and face to face.
1. To contact patients on internal waiting lists to offer earlier appointments.
1. To process and manage referrals in order to meet the requirements of Practice Plus Group performance objectives.
1. To book theatre and outpatient sessions within strict booking guidelines adhering to breach dates and ensuring optimal utilisation of clinic lists. 
1. Record all outcomes of outpatient appointments.
1. To use the computer system to record patient information including cancellations, DNA’s and patient’s attendance to outpatients or for theatres.
1. To operate an efficient Patient Administration System (PAS) to ensure the timely and accurate recording of administrative and clinical information
1. To monitor daily out-patient clinic and theatre lists and ensure all patient notes are prepared appropriately and delivered to the relevant departments and units in advance of the appointments, and to review these lists to ensure they are up-to-date.
1. To ensure all Outpatient clinic lists are collected daily, checked for missing notes, notes put into order and filed
1. To coordinate Outpatient clinics
1. To be flexible to work to shift patterns this will include evenings and weekend working hours. 
1. To understand and become fully conversant with the Practice Plus Group competency model and its application. 
1. To help meet our national RTT waiting times within the referral process
1. Maximise Theatre and OPD capacity

Communication

Decision Making and Problem Solving

Service Delivery, Performance and Improvement
 Governance and Quality Improvement
 Professional Responsibilities	

 Information Management and Administration

Additional information
In addition, the successful candidate will be required to adhere to the following:

Professional & Registration Requirements
The post holder must maintain professional registration (where applicable) and comply with revalidation requirements. 
The post holder must adhere at all times to professional Codes of Conduct including compliance to any other professional guidance. To comply with guidelines issued from time to time by the UK professional bodies or any other professional association relating to the practice of your speciality, together with guidance issued from time to time by other competent agencies on clinical, medical and ethical issues 

Regulatory Compliance 
The post holder must adhere at all times to the regulatory frameworks set out by the Care Quality Commission, incorporating the requirements for independent healthcare, as well as relevant Department of Health and Social Care standards and CQC Fundamental Standards.
The post holder must comply with all Practice Plus Group policies and procedures at all times and participate in information requirements as required.

Clinical Governance & Quality Improvement
The post holder is responsible for actively contributing to the organisation’s governance framework and supporting the delivery of safe, effective, and high-quality services.
This includes participating in audit and quality improvement activities and supporting service evaluation and improvement.

Safeguarding
The post holder has a responsibility to safeguard and promote the welfare of unborn babies, children, young people, families, and adults.
All staff must ensure that patients are protected from abuse, neglect, bullying or intimidation, and that any concerns or suspicions of abuse (including those occurring outside the organisation) are recognised, responded to, and reported appropriately in line with the Practice Plus Group Safeguarding Framework and reporting procedures.
The post holder must complete safeguarding training appropriate to the role and maintain compliance in line with organisational and national requirements. 

Infection prevention and control 
The post holder must comply with infection prevention and control policies and attend required training, recognising responsibilities in maintaining a safe environment.

Information Governance/ Confidentiality 
In accordance with UK GDPR and Data Protection Act 2018 the post holder must preserve the confidentiality of any information regarding patients, staff (in connection with their employment), and Practice Plus Group business and this obligation shall continue indefinitely. 

Health and safety 
Employees must be aware of the responsibilities placed on them under the Health and Safety at Work Act (1974), to ensure that the agreed safety procedures are carried out to maintain a safe environment for patients, employees and visitors. 

Risk management 
All staff have a responsibility to report all clinical and non-clinical accidents or incidents promptly and when requested to co-operate with any investigations undertaken. Datix provides the in house incident reporting programme and training will be provided.

Duty of Candour
Practice Plus Group is committed to compliance to Duty of Candour guidance, and employees are expected to comply with the principles laid out in the corporate Duty of Candour policy

Raising Concerns (Freedom to Speak up)
It is everyone’s responsibility to draw attention to any practice or behaviour which could put patients or staff at risk.   

Equality, Diversity & Inclusion
The hospital is committed to ensuring that all current and potential staff patients and visitors are treated with dignity, fairness and respect regardless of gender, race, disability sexual orientation, age, marital or civil partnership, religion or belief. Staff will be supported to challenge discriminatory behaviour. In particular staff will protect the privacy and dignity of all patients at all points of their contact with the organisation. It is paramount that staff deal sensitively with individual circumstances and adhere strictly to the single sex requirements.  

Practice Plus Group is committed to promoting equal opportunities in employment and will keep under review its policies and procedures to ensure that the job related needs of all staff working in Practice Plus Group are recognised.

Mental Capacity and Consent
The post holder must work in accordance with the Mental Capacity Act 2005 and ensure valid consent is obtained in line with organisational policy.

Mandatory training
The post holder is required to complete all mandatory and statutory training as defined by the organisation and maintain compliance. 

Conflict of interest 
It is responsibility of all staff to ensure that they do not abuse their official position to gain or benefit their family or friends.

JD flexibility clause
This job description is subject to change in consultation with the post holder to take into account changing organisational needs. 


Signature                                                	Date                                         	  


Signature of 
Department Manager                              	Date                                         	
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