
JOB DESCRIPTION

Job Title:			Clinical Services Administrator
Grade:				Band 3 equivalent
Salary:				£13.17 per hour 
Hours of work:		37.5 hours per week (hours can be negotiated)
1-year fixed term contract
Base:	Head Office on the University of Essex site 

ORGANISATIONAL ARRANGEMENTS
	
Managerially responsible to:	Chief Operating Officer
Accountable to:		Chief Executive Officer

JOB PURPOSE 
To provide comprehensive administrative and clerical support duties to our clinics. The post holder is required to communicate and liaise with staff, members of the public and our colleagues in Primary Care ensuring compliance with GPPC policies. This is a key supporting role to the effective running of various clinics which will include reception duties as part of the core role when required.

You will be responsible for ensuring that the administration needed to support the running of this busy clinic is completed in a timely way within target timeframes. Attention to details is a must as are excellent communication skills, ability to display empathy and the ability to prioritise and plan.
 
1.	Communication and relationship skills
· Liaise closely with members of the team ensuring effective communication.
· Work with staff from external organisations to support effective joint working with partners.
· Receive and greet patients who are attending the clinics in a polite and friendly manner ensuring adherence to protocol.
· Manage the electronic booking system, checking patients in on arrival and registering them on systmOne. 
· Telephone the patients with the results/outcomes of their appointment.
· Support with medication requests and monitor reviews for patients

2.	Knowledge, training and experience
· Good understanding and knowledge of a full range of administrative procedures and organisational duties.
· Training on the booking system will be given.
· Good IT skills, e.g., how to use a laptop and office products
· Understanding of SystmOne desirable
· Experience in Primary Care is desirable but is not essential and will be gained on the job.
· Provide administrative support in the event of an outbreak/emergency.


3.	Planning and organisational skills
· Manage own day-to-day tasks or activities, including emails.
· Schedule and book appointments for patients 
· Telephoning patients with outcome of results
· Send emails to practices with reports attached
· Send referrals to secondary care
· Process prescription requests
· Support office systems, including paper and electronic files
· Carry out other administrative tasks that fall within the competencies of the post holder to provide cover for other services.

4.	Physical skills
· Standard keyboard skills required.
· Knowledge of telephony systems and a good understanding in the use and maintenance of general office equipment
· IT Skills

5.	Responsibility for patient/client care
· The post holder will have contact with service users/patients and will assist or direct to the appropriate person/department, this will be in the form of face-to-face contact.

6.	Responsibility for policy/service development implementation
· Follow policies and procedures in own role which are determined by systems within the team and GPPC corporate systems.

7.	Responsibility for human resources
· Complete a range of online training modules required as part of the contract.
· Participate in self-development to continually improve performance and undertake development activities that are identified.

8.	Responsibility for information resources 
· Responsible for the data entry and storage of data compiled by others (electronic and hard copies)
· Ensure security of records in line with the Data Protection Act 
· Ensure compliance with information governance policies and procedures.

9.	Working conditions
· The post holder will work in office conditions.
· Required to use Visual Display Unit every day.

FLEXIBILITY STATEMENT
The content of this job description represents an outline of the post only and is therefore not a precise catalogue of duties and responsibilities. The job description is therefore intended to be flexible and is subject to review and amendment in the light of changing circumstances, following consultation with the post holder.


CONFIDENTIALITY
All employees of GPPC are required to maintain the confidentiality of members of the public (service users) and members of staff in accordance with GPPC policies.

PROBATIONARY PERIOD
Appointment to this post is subject to the satisfactory completion of a probationary period of 6 months. During this time your line manager will have the opportunity to review and assess your suitability. 
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