
	JOB DESCRIPTION :   Bank Administrator/Receptionist


RESPONSIBLE TO: 
Administration Team Leader

ACCOUNTABLE TO:
Business Support Manager
RESPONSIBLE FOR: 


JOB SUMMARY

To support the administration function in providing a high quality, accurate and prompt service to colleagues and patients.  Duties will be variable and flexible depending on business need.  Across all duties, staff are responsible for adhering to General Data Protection Regulation guidelines.
Duties and Responsibilities can include:
Reception:

· Meet and greet patients and visitors to the hospital, assisting with directions and enquiries

· Data entry into the hospital administration systems to record visit and pathway information and patient communication.

Medical Records:
· Scanning of patient clinical notes and uploading to patient administration systems

· Preparing of patient notes for appointments

· Preparing patient notes for clinical audit

· Housekeeping within the Medical Records department, to include the collection and return of patient notes to the file storage area.

Administration Hubs:

· Data entry of patient referrals on to the patient administration system

· Booking of patient appointments

· Preparation and posting of patient correspondence for appointments

· Managing incoming telephone enquiries from patients and other service users

Performance Measures:
· Accuracy and efficiency of work 

· Adherence to all health and safety and quality standards.

· Compliance to Company policies and procedures.

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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