	JOB DESCRIPTION    Patient Pathway Co-ordinator


RESPONSIBLE TO:
Patient Services Manager
ACCOUNTABLE TO:
Hospital Director
JOB SUMMARY
As member of the administration team, the post holder will be the first point of contact in a back office and reception setting. The role requires excellent communication skills and good organisational skills as well as good understanding of Microsoft Office applications and high level attention to detail.  

Principal Duties and Responsibilities
Appointments: 

These include managing all ‘front-end’ administration tasks from the point of referral to Practice Plus Group Hospital, Ilford. 
1. To arrange first pre-assessment appointments and ensuring all referrals on the Electronic Referral Services and direct paper referrals are loaded and processed on Maxims accordingly.
2. Liaising with GP practices and ensuring that Practice Plus Group Hospital, Ilford, has all relevant information, referral letters and correct patient details before the appointment date.    

3. Ensuring all relevant information is sent to patients and any special arrangements such as Transport & Translation services are booked.

4. To liaise with all departments if and when required
5. To advise line manager of any patient delays with appointments to ensure that Practice Plus Group are not financial disadvantaged.  Where required reject the referral and ensure that Maxims is up-dated accordingly and the original referrer is advised.
6. To provide Manager with end of day updates. 
7. To answer the telephones within 5 rings and deal with enquiries in a helpful and courteous manner, being aware of the need to maintain confidentiality at all times regarding staff and patients.
Administration 

1- To deal with all patient enquires within a timely manner and accurately recording patient demographics and ethnicity onto Maxims
2- Follow the patient contact procedure; including making 3 calls to the patient and then send a 7-day no contact letter.  Where required reject the referral and ensure that Maxims is up-dated accordingly and the original referrer is contacted.
3- Re-arrange any appointments which are cancelled prior to the appointment date ensuring that the patient is contacted in a timely manner, Maxims is up-dated and relevant internal departments are advised.
4- To accurately record information on Maxims and Admin note. 
5- Liaise with Consultants regarding extra capacity, ensuring slots are added on where required to meet internal targets.
6- Engaging in any other admin related task within the remits of the role.   
Clinic
1. To ensure that targets and hit lists are followed.  
2. Process all clinic outcomes on the day of the clinic.
3. Make appointments for 2nd Pre-Assessment or 2nd Post-Op clinics as instructed by the multi-disciplined team.
4. Ensure when booking surgery appointments that all internal processes are followed.    
5. Managing Diagnostics and any other new process that is taken in house such as management of Polce referrals 
Health and Safety 

The post holder has a duty under the Health and Safety at Work Act 1974, to:-

· Take reasonable care of the health and safety of themselves and all other persons who may be affected by their acts or omissions at work.

· Co-operate with their employer to ensure compliance with Health and Safety legislation and the Health and Safety policies and procedures of the treatment centre, not intentionally or recklessly interfere with, or misuse, anything provided in the interests of health, safety, or welfare, in pursuance of any of the relevant statutory provisions.

Data Protection 

The postholder must at all times respect the confidentiality of information in line with the requirements of the Data Protection Act.  This includes, if required to do so, obtain, process and/or use information held on a computer in a fair and lawful way, to hold data only for the specified registered purposes and to use or disclose data only to authorised persons or organisations as instructed.

This list of duties and responsibilities is not exhaustive and the post holder may be required to undertake other relevant and appropriate duties as reasonably required.

This job description is subject to regular review and appropriate modification.
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	PERSON SPECIFICATION – Patient Pathway Co-ordinator


	CRITERIA
	ESSENTIAL
	DESIRABLE

	Qualifications


	· Good standard of education 


	· NVQ in Business Administration 

	Experience
	· Relevant administration experience

· Good computer skills 

· Knowledge of word and excel
· Knowledge of all internal computer applications 

 
	· Knowledge of health and safety 

· Experience of working in a similar setting 

 

	Skills and Knowledge
	· Excellent interpersonal skills

· Sensitivity and empathy with people

· Ability to work without close supervision 

· Ability to work as part of a team 

· Ability to work under pressure 

· Ability to prioritise workload
	· Evidence of personal goals 

· Awareness of customer care 

	Other Factors


	· Committed to the provision of quality services.

· A flexible, positive attitude to performing a variety of duties.

· Willing to develop/learn in the role.

· Ability to be flexible with regard to working hours

· Ability to work within a multi-cultural environment
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