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JOB DESCRIPTION


JOB TITLE:  			Bank Patient Service Administrator 

RESPONSIBLE TO:		Administration Lead

ACCOUNTABLE TO:		Administration Lead	

	
JOB SUMMARY
To provide a comprehensive, patient-centred clinical administration process.  The Service Administrator will be responsible for duties including cover of the Reception Desk and booking patient details onto the system, sending referrals to other healthcare providers, scanning documents into the system, data entry and scanning of clinical notes.  The Service Administrator will be trained to multi-task in all of the above duties, and will complete each task in line with the working patterns as directed by the Administration Lead.  

Principal Duties and Responsibilities
· Provide a courteous and prompt greeting when registering all patients upon attendance at the Centre.
· Process all patient details providing accurate data entry on their arrival at the centre.
· Maintain a presence at the front desk at all times with the exception of any periods when the department is closed to the public.  
· Answering of telephone calls and dealing with any patient queries will also be expected.
· Process and forward reports, bookings to other healthcare providers in a timely fashion.
· Ensure that each patient is tracked within the computer system and the patient record is complete before it is filed and scanned.  Any corrected patient information will be entered and updated on the Practice Plus Group IT systems at the time of the attendance.
· Protect patient confidentiality and dignity by keeping patient records in an inconspicuous location at the front desk. 
· Ensure patient confidentiality is maintained and respected whilst attending to their needs at the reception desk.
· Ensure the retrieval and forwarding of general messages to the appropriate personnel within the department. 
· Communicate any problems that they feel may affect the operation of the service to the Administration Lead.
· Performs other clerical duties as directed by the Administration Lead 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 postholder 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 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 Postholder 		…………………….……………..

Signature 			…………………………………...

Date				…………………………………...










	Person Specification – Service Administrator / Receptionist 



	CRITERIA
	ESSENTIAL
	DESIRABLE

	Qualifications

	· A good general standard of education.

	· GCSE English & Maths or equivalent.


	Experience
	· Experience of working in an administrative role.
· Experience of working in a customer care environment.
	· Experience of working within a healthcare setting.
· Experience of general office duties.


	Skills and Knowledge
	· Numerate and literate.
· Data inputting.
· Keyboarding skills. 

	 

	Other Factors





	· Communication – both written and verbal.
· Ability to organise and co-organise.
· Able to work under pressure.
· Excellent organisation and time management skills.
· Committed to customer care and first-class service provision.
· Ability to work in a multi-disciplinary team.
· Adaptable, friendly, polite, courteous and caring.
· Tact and discretion.
· Flexible attitude to working arrangements.
· Mentally and physically fit to undertake the role

	· Understanding of medical terminology.









	HAZARDS:

	Laboratory Specimens
Proteinacious Dusts
	
	Clinical Contact with patients
	
	Performing Exposure Prone Invasive Procedures
	

	Blood/Body Fluids
	
	Dusty environment
	
	VDU Use
	X

	Radiation
	
	Challenging Behaviour
	X
	Manual Handling
	X

	Solvents
	
	Driving
	
	Noise
	

	Respiratory Sensitisers
	
	Food Handling
	
	Working in Isolation
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