DORKING HEALTHCARE

JOB DESCRIPTION

Medical Secretary

JOB PURPOSE

· To provide a comprehensive and effective secretarial, administrative and organisational service to all specialities for Consultants and Doctors
· To have a full understanding of a range of work procedures, the majority of which are non-routine and the ability to apply these appropriately to the job, as required

· To operate without supervision, use initiative, work to deadlines and have the ability to prioritise own workload

· At all times to participate fully and flexibly as a member of the department/team

KEY RESPONSIBILITIES

To provide a comprehensive secretarial service to 

· Act as first point of contact for Consultants, Doctors, Patients, etc.
· To undertake complex and sensitive communications in liaison with both internal and external professionals as well as patients and their carers and outside agencies as appropriate

· To organise and arrange information required for and in advance of clinics as well as ensure a proficient follow through after clinics have taken place, tying up lose ends and taking responsibility for the whole patient process with that consultant including chasing results and logging status of individual patients where necessary
· Type complex medical documents

· Diary management

· Prioritise correspondence and initiate appropriate action

· Undertake administrative duties to ensure unit functions efficiently

· To maintain patient hospital records and own internal paper and electronic filing systems, using electronic processes rather than paper ones wherever possible, minimising paper wastage and to provide a more effective way of working
· Communicate extensively with external contacts on consultant’s behalf
· Operate and communicate effectively with other  team members

· To provide secretarial/admin support to the pain clinics

· To support to diabetic specialist nurse

KEY RELATIONSHIP SKILLS

· To undertake complex and sensitive communications in the form of letters, e-mails, reports, extensive telephone communications and in person with a wide range of internal and external professionals, patients, relatives, carers and other agencies as necessary.  This does require tact, sensitivity and diplomacy especially when dealing with individuals who are upset, anxious and unwell and sometimes rude.  It is essential to be able to offer practical assistance in order to ensure issues are resolved promptly and satisfactorily.

· Assist patients with enquiries and provide advice as appropriate.

· To liaise with other professionals, departments, other hospitals, GP’s, PCT’s and other outside agencies (DHSS, SAVI, social workers, district nurses etc) on behalf of the consultant using knowledge and personal judgement to respond to queries and initiate appropriate action in a timely fashion.  This includes composing letters and other correspondence for self and for consultant(s).

· Work closely with other departments’ to resolve patient-related problems including medical records, central booking office, admissions, patient access, medical staffing, PALS and Dorking Healthcare Manager.
KNOWLEDGE REQUIRED FOR ROLE

· Specialist knowledge and to be proficient in the use and understanding of medical terminology and pharmacology preferred although training will be provided
· To understand work procedures and practices requiring an intermediate level of theoretical knowledge, normally acquired through formal training or equivalent experience.  
· Understanding and use of Internet
· Audio typing 

· To be proficient in the use of various software packages such as Word, Excel, database software, Email, Internet and other IT systems employed by Dorking Healthcare.  To manipulate said systems in order to produce reports, letters, statistics and relevant data/information as required
ESSENTIAL ANALYTICAL/JUDGEMENTAL SKILLS

· To make judgements when dealing with queries from the general public, GP’s, medical records, central booking office, admissions, patient access, medical staffing and the PALS office.  Ability to assess events, problems and patients’ conditions.  Consultants are often off-site and it is essential to deal with potentially urgent or routine enquiries and problems appropriately and promptly.

· To resolve problems, queries and complaints using own initiative and ensuring appropriate manager is kept informed

· To amend and authorise clinical correspondence as necessary

PLANNING/ORGANISATIONAL SKILLS

· Manage own workload and be flexible to adapt as necessary to consultant and department requirements.  

· To follow all departmental policies and procedures and adapt to changes when required

· To ensure timely and accurate cancellation of clinics for annual leave, study leave etc in keeping with the appropriate cancellation notice period (usually 6 weeks). 

· To attend regular meetings both within the Dorking Healthcare and PCT, etc where necessary to maintain and keep up to date with working procedures 
· To suggest changes in working practices and procedures to improve efficiency of department

· To ensure patients do not breach out-patient waiting guidelines.
RESPONSIBILITIES FOR PATIENT CARE

· To provide non-clinical advice and information to patients, relatives, carers and GP’s usually by telephone but often on a face-to-face basis.  
· To provide clinical advice from clinician to patient as appropriate

RESPONSIBILITIES FOR RESEARCH AND DEVELOPMENT

· Undertake surveys/audits at consultant or management request 

FREEDOM TO ACT

· Consultant is not always on site and therefore a good deal of your work is unsupervised.  

· Write to patients or answer correspondence at managers discretion or at the request of another doctor

· Fit in patients where considered urgent by self

· Expedite appointments

· Ensure available slots are filled with patients and not allowed to remain empty

· At short notice communicate with all relevant staff concerning cancelled clinics when necessary within the department for unexpected absence

· To ensure all clinics that you are responsible for are co-ordinated and monitored by yourself on an ongoing basis

PHYSICAL/MENTAL EFFORT

· To lift patients’ notes for tracking, filing etc.

· To have the ability to work efficiently when subjected to frequent interruption from the telephone and other colleagues, making the ability to multi-task absolutely essential.

· Prolonged concentration when typing medical correspondence

WORKING CONDITIONS

· Use of PC for substantial portion of time
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