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Admin Clerk Job Description
Job Description
Reporting to: Senior Admin Clerk

· Processing all incoming and outgoing post and dealing with it appropriately
· Answering incoming phone calls to Admin and responding accordingly
· Processing all scanning and tasks in a timely manner
· Processing patient requests & queries
· Handling and processing GP admin – e.g. chasing up results, GP requests, contacting patients etc.
· [bookmark: _GoBack]Booking various recall appointments – e.g. annual review appointments
· Processing all registrations in a timely manner and ensuring that they are kept up to date
· Adherence at all times to agreed workflow and security procedures of the admin department
· Regularly checking emails and replying as necessary
· Processing deductions on a regular basis
· Assist patients, doctors and hospital staff with administrative/secretarial enquiries on the telephone

· Word process all GP correspondence both via digital dictation and composing appropriate letters

· Completion and submission of referral forms

· Participate in staff meetings

· General secretarial duties

· Undertaking any training required
· Participating in, upon request, any meetings, one-to-ones, interim reviews and appraisals
· Assisting the Senior Admin Clerk with the day to day running of the admin department, and reporting to her as appropriate
· From time to time, the job holder may be asked to work additional shifts to cover holiday and sickness absences
· Any other duties you may reasonably be required to undertake at the discretion of your line manager
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CARING FOR YOU AND YOUR HEALTH




