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Job Description Scanning Clerk

Due to service development, Vida Healthcare is currently looking to recruit a reliable and hardworking person to join our busy Document Management Team. This position will be based at Kings Lynn. 

Job Description:
Within the Document Management Team the process starts with scanning. Documents are received from a large variety of different formats which are scanned and filed against the patient record. The position available is withing the scanning team.

The ideal candidate must:

● Ensure that all documentation is processed within an appropriate timeframe. Ensuring that they work together with the team to prioritise and access the work load. 
● They must be able to work unsupervised whilst also being an effective team member, communicating and supporting colleagues in achieving the practice aims  
● They will be responsible for reading and analysing clinical correspondence received and determining the necessary actions, ensuring that the documents are completed and work flowed to the relevant person, passing onto GPs and/or other members of the practice team any letters that require further input or action such as prescriptions or referrals.  At all times, documentation must be processed safely.

● 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.
● 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.  
● Our patients demand the highest standards of care and if you are conscientious with a strong team-working ethic, then the above role may be 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.

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. Our practice has experienced impressive growth over recent years, by creating a work environment that encourages talented individuals to thrive and make a difference.
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