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CLINICAL SUPPORT LEAD
Job Description
Post title: Clinical Support Lead 
Responsible to: Business and Operations Managers 
Accountable to: Practice Partners 
Job Summary:
The Clinical Support Lead will oversee the Clinical Support Team in their administrative roles to ensure processing of paper post using AI processing system, e-Consult admin requests, blood test recalls and annual QOF review recalls.  
Main Duties and Responsibilities:
· Patient & staff confidentiality is always maintained
· Ensure communication of any directives, from Doctors or Management are fully understood and carried out by all members of the clinical support team.
· Fully support the clinical support team for them to carry out their delegated tasks. 
· Fully support the Doctors and Practice Managers in future development plans for the surgery based on contractual and practice needs. 
· Continually look at ways in which processes can be streamlined by liaising with other department leads, understanding new systems available to ease paper flow between departments. 
· Continually liaise with the GP Clinical Support Lead to continually improve flow of documents between admin and GPs with aim to reduce quantities of documents requiring further processing. 
· Ensure timeous and accurate processing of all administrative requests received via post / e-Consult / email to maximise patient experience of using our services. 
· Supporting the team members to learn, grow and development their skills and responsibilities to develop their careers 
· Support the GP QOF lead in developing systems to maximise income potential for QOF annual recalls. 
· Liaise with Operations Manager to resolve complaints relating to CST activities and liaison with medical defence organisations when required. 
Personal Responsibilities
· To develop and maintain an up-to-date Personal Development Plan.
· To ensure own mandatory and statutory training certificates are current and in line with the organisational policy. Undertake any re-certification and patient care training as required by the practice.
· Highlight any gaps in knowledge/training needs to the Practice Managers to allow them the opportunity to offer support to fulfil the duties of this post
· To participate in the appraisal system. 
· To participate in relevant service evaluation and improvement processes.
· To maintain and maximize patient confidentiality, dignity, and privacy. 
· To comply with equal opportunities policies and procedures. 
· To comply with health and safety and infection control policies, including use of personal protective equipment where supplied. 
· To always maintain a professional attitude towards all within the practice team and public image. 
· Ability to cope under pressure
· Ability to motivate and organise a team and take responsibility for own and teams’ performance. 
· Ability to use own judgement, resourcefulness, and common sense. 
This JD is not intended to be an exhaustive list of activities but rather an outline of the main areas of responsibility. The role is likely to evolve to meet the changing needs of the service and the Clinical Support Lead should be prepared to undertake further training as required to fulfil the duties of this post.
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