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	JOB DESCRIPTION      Bank Healthcare Assistant, Outpatients Department 
      




RESPONSIBLE TO:
Outpatients Dept Manager
ACCOUNTABLE TO:
Hospital Director
JOB SUMMARY

To support and assist staff with patients in the outpatient department.
Principal Duties and Responsibilities

General

· Welcoming/greeting patients to the department.
· Participate administratively in referring patients to other areas of health care for further medical assessments or investigations by ensuring Consultants complete request forms correctly
· Prepare patient folders for pre assessment and post-operative Clinics when covering Annual Leave 
· Participate in the assessment of patient visiting the department pre or post operatively 

· Assist in the ordering and monitoring of stores and stock rotation.
· Support other members of the multi-disciplinary team.

· Ensure that patient folders are correctly completed for capturing of clinical outcomes and billing after discharge.

· Answering the telephone, recording and delivering messages accurately and to the appropriate person.

· Participate in clinical audits in the department 
Clinical

· Be aware of the necessity for confidentiality.

·  Communicate with patients and relatives to alleviate anxieties and worries.
Seeking assistance if required
· Assist in the dressing/undressing of patients.

·  Be able to perform phlebotomy /swab taking and ECG as part of pre-operative assessment 
· Perform wound assessments and dressings when trained under supervision on post-operative patients.

· Assist with preventing infection in the department environment through adherence to Infection Control Policies e.g. universal precautions.

· Ensure that all patient records conform to legal requirements of documentation never left unattended in an open area
· Accurately monitor and record the weight, pulse, temperature and blood pressure of patients.

· Undertake urine tests, swabs and other investigations as required for patients.
· Assist with the moving and handling of patients ensuring the use of aids and equipment.

· Assist in the general cleanliness/tidiness of the environment, ensure clean linen is available.
· Take a pro-active approach to health and safety reporting any accidents/incidents to the Shift Leader. 
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 hospital, 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 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.

	PERSON SPECIFICATION – Healthcare Assistant, Outpatients Department 


	CRITERIA
	ESSENTIAL
	DESIRABLE

	Qualifications


	
	· NVQ Level 2

· Or Care Certificate



	Experience
	· Experience of caring for others 

	· Experience in an outpatients clinic or hospital environment will be an advantage

	Skills and Knowledge
	· The ability to receive and communicate information accurately and take instruction from professional colleagues.
· Ability to perform phlebotomy as part of pre assessment / pre operative investigations done.

· Professional telephone manner 
· Ability to perform ECG on patients as part of pre assessment investigations done
· Can respond to a demanding environment

· Ability to identify risks and alert individuals as necessary

· Demonstrate initiative working without direct supervision


	·  Perform wound assessments and dressings on post-operative patients.
under supervision 

Training will be provided in all aspects 


	Other Factors


	· Committed to the overall aims of Practice Plus Group
· Committed to the provision of quality services.
· A flexible, positive attitude to performing a variety of duties.

· Willing to develop/learn in the role.

· Willingness and flexibility to fit into different shift patterns.
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