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JOB DESCRIPTION

JOB TITLE:		Patient Administrator

RESPONSIBLE TO:		Day Surgery Activity Lead

ACCOUNTABLE TO:		Patient Service Manager

	


JOB SUMMARY
To provide a comprehensive, patient-centred service that ensures patients are treated within a timely manner within contractual and clinical time limits.  The Patient Administrator will be cross-trained in receiving and registering of all referrals, booking of all appointments for Outpatient and Theatres, maintaining KPIs, manning a busy telephone. Scanning/archiving of all patient documents and liaising with GPS with Histology and discharge Summaries.  
Principal Duties and Responsibilities
· Scheduling of all telephone appointments and face to face appointments.
· Reviews incoming referrals and captures complete and accurate patient clinical and demographical information.
· Communicates to the Day Surgery Activity Lead any scheduling conflicts and any patient problems.
· Utilisation of Theatre and Outpatient lists to full capacity. Using the PISCES tool to advice on booking and list utilisation.
· Tracks cancellations and monitors and maintains session times.
· To manage the patient appointment bookings using the Ers (Choose & Book) and Maxim’s systems.
· Maintains Primary Tracking Lists and adheres to 18-week pathways and all Community KPIs. Highlighting all potential breaches to the Day Surgery Activity Lead.
· Be mindful of the 18-week pathway, 6-week pathway timings and Centre Access Policy when booking and rescheduling appointments. Be mindful of the Day Surgery and Community KPIs timeframes and outcomes

· Accurate scanning and archiving of patient documents on Maxims-consent form, patient questionnaire, theatre traceability, NEWS chart, prescription sheet, test results etc

· Apply for Procedures of Limited Clinical Value (PLCV) and Individual Funding Requests (IFR)
· Process Histology results, Clo reports, updated results, corresponding with GPs, sending discharge summaries and outcomes.

· Full adherence to the Surgical Centre access policy

· Liaise with the local Trust for transferred activity, keeping a transparent rapport and clear communication at all times. Regular updating of the transferred activity trackers between sites with accurate information.

· To record all patient communication and patient choice requests on Maxims, Medisoft and PAS systems.
· Maintains Data Quality and ensures all DNA’s and Completions are actioned within a timely manner.
· Highlight any capacity issues.
· Seeks new ways to improve and reduce DNA’s and cancellations
· Maintains positive communication with medical staff members
· Cross training in some functions of the Administration team and performs other clerical duties as directed by the Day Surgery Activity Lead/Patient Service Manager either generally or in instances where cover is required during the absence of other team members. 


General
· Comply with the Company Appraisal system and attend an appraisal every year.
· Ensure updated mandatory training requirements are met and equipment training records are maintained.
· Assist in the orientation and support of new staff to the unit.



Health and Safety 

As an employee of Practice Plus Group, 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 post holder 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 authorized persons or organizations as instructed.

This list of duties and responsibilities is by 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.



I confirm I have read and understand this Job Description 


Name of Post holder 		……………………………………...…..…..

Signature 			…………………………………….…...…...

Date				……………………………………………...
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