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Workflow administrator

Vida Healthcare is currently looking to recruit a reliable and hardworking person to join our busy document management team, working within the workflow coding function.  There may also be occasions when supporting the wider document management team is required. 

This position will be based in King’s Lynn.

The successful candidate should have knowledge and experience of clinical systems within a healthcare setting and an understanding of medical terminology.

Hours and pay:

Permanent position – 25 hours per week

Grade C, entry rate £12.71 per hour

Job description: 

The practice maintains electronic patient records and incoming information is electronically attached to the patient record. This incoming information requires coding into the patient record and passing on to other teams within Vida for any required actions as per the practice workflow protocols.

· Letter content will be reviewed for any clinical items/details and coded appropriately to ensure relevant clinical details are available on the patient record for the GP to see or for the shared care record or summary care record. 
· Clinical conditions/investigations will be created as a problem and/or summary item as per the protocol. 
· Documents will be linked to relevant problem headings.
· Once a document has been fully acted upon the document will be “completed” as soon as possible to ensure that it is available for full visibility to all users and the patient.
· Reading and analysing electronic clinical correspondence received and determining the necessary actions, passing onto other teams and clinicians as required. Identifying to each the expected outcome – information only or action.
· Identify potential system and process improvements within the practice and the wider healthcare system that support patients getting the best outcomes in terms of their care.  
· Identify complex or high-risk areas that require input or further knowledge from the clinical team.  
· Send a task to the summarising team for records that require greater attention, or where information seems contradictory, for further review.
· Ensure that any shortfalls in capacity or increases in demand are escalated so that correspondence is processed within the agreed timescales.
· Maintain the timely management of documents and tasks assigned to the workflow team within the clinical system.
· Ensure that safeguarding or sensitive information is “hidden” as per protocols.
· [bookmark: _Hlk184819669]Understand the data quality principles and requirements of records management and the impact of the role within the patient pathway.
· [bookmark: _Hlk184819544]Participate in team meetings.

General:
The candidate must be able to work unsupervised, whilst also being an effective team member, communicating and supporting colleagues in achieving the practice aims.  
Liaise and communicate with wider practice summarising team and participate in meetings as required.  

Attend relevant training to meet the requirements of the role and improve skills.

Maintain data security at all times (clear desk procedures, lock out computers etc) 

Be aware of information governance standards and policies.

The successful candidate must have the flexibility to be available to cover extra hours for annual leave and short notice sickness.

Our patients demand the highest standards of care and if you are conscientious with a strong team-working ethic, then one of these could be the ideal role for you.

You will be responsible for providing a high-quality service to patients, across our practices. You can expect to be mentored and supported by the organisation, whilst you are empowered to deliver care and support.

You must be able to work collaboratively with the general practice team to meet the needs of patients. 

High quality service delivery, complete confidentiality and patient satisfaction are an absolute priority.  

We pride ourselves on our impeccable standards of patient care and in order to maintain this it is essential that we employ reliable team players with strong caring qualities, dedication, and excellent attention to detail and commitment to quality-of-service delivery.

Vida healthcare is one of Norfolk’s largest and most successful general practices, working with colleagues in the NHS to provide the best possible patient care. 
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