Little St John’s Surgery 
JOB DESCRIPTION


Clinical Administrator

Reports to: 	Deputy Practice Manager
Hours: 	As per contract, with flexibility to provide cover as required.

Job Summary
The Clinical Administrator provides high-quality administrative support to the clinical team, ensuring the efficient management of referrals, patient correspondence, medical records, and practice administration. The post holder will act as a key point of contact for patients, assisting with general enquiries and supporting them in accessing practice services effectively.
The role requires excellent organisational, communication, and IT skills, together with the ability to maintain confidentiality, work accurately under pressure, and contribute positively to the smooth running of the practice.

Key Responsibilities
Clinical Administration
· Liaise with patients regarding their care and support GPs in coordinating appropriate care pathways.
· Process referrals and patient correspondence as directed by the clinical team.
· Maintain up-to-date knowledge of referral pathways and NHS processes.
· Send referrals and Medical Certificates of Cause of Death (MCCDs) to the Medical Examiner.
· Provide requested information to the Coroner's Office in accordance with practice procedures.
· Submit Advice and Guidance requests via the NHS e-Referral Service (e-RS).
· Monitor referrals submitted through e-RS and ensure rejected referrals are identified and actioned promptly.
· Liaise with the GP Liaison Officer at the Nuffield Hospital regarding referral activity and consultant updates.
· Raise Serious Incidents through the DATIX system for Ipswich Hospital as required.
· Support GP Links administration.
· Process Summary Care Record updates.
· Assist with insurance reports and other medical reports as required. 

Patient Records Management
· Manage patient deductions and registrations.
· Coordinate the movement and maintenance of medical records.
· Summarise patient records and digitise Lloyd George envelopes in line with practice procedures.

General Administration
· Attend meetings and produce accurate meeting minutes when required.
· Manage incoming and outgoing post, including operation and maintenance of the franking machine and ordering supplies.
· Produce invoices and reconcile payments in liaison with the Finance Manager.
· Provide reception and administrative cover during periods of staff absence or increased workload.
· Ensure all administrative processes are completed efficiently and accurately.
· Work in accordance with practice policies, procedures, and written protocols.

IT and Systems
· Monitor and process incoming emails daily.
· Ensure all SystmOne tasks and notifications are completed promptly and accurately.
· Update and maintain SystmOne letter templates as required.
· Report IT issues to the helpdesk and monitor progress until resolution.




Professional Responsibilities
The post holder will:
· Participate in annual performance and development reviews.
· Take responsibility for their own learning, development, and continuous professional improvement.
· Support the induction of new staff members where appropriate.
· Attend regular practice team meetings, staff meetings, and SNEE Medical Secretary meetings.
· Complete all mandatory training within required timescales.
· Maintain awareness of building security procedures, including alarms, doors, and windows.
· Undertake any other duties appropriate to the role as requested by the GP Partners, Practice Manager, or Deputy Practice Manager.

Health and Safety
The post holder is responsible for promoting and maintaining a safe working environment by:
· Following all Health and Safety, Infection Prevention and Control, and Security policies.
· Identifying and managing risks associated with work activities.
· Maintaining clean, safe, and tidy work areas.
· Completing mandatory infection prevention and control training annually.
· Reporting health and safety risks, hazards, and incidents promptly.
· Using personal security systems in accordance with practice procedures.

Equality, Diversity and Inclusion
The post holder will:
· Promote equality, diversity, and inclusion in all aspects of their work.
· Treat patients, carers, colleagues, and visitors with dignity, respect, and compassion.
· Provide a welcoming, non-judgemental service that recognises and values individual needs, beliefs, and circumstances.
· Work in accordance with current equality legislation and practice policies.

Confidentiality and Data Protection
The post holder will have access to confidential information relating to patients, carers, staff, and the business of the practice. All information must be treated as strictly confidential and handled in accordance with:
· UK GDPR and Data Protection legislation.
· NHS Confidentiality Code of Practice.
· Practice policies relating to information governance, confidentiality, and data security.
Confidential information must only be disclosed to authorised individuals in accordance with practice procedures and legal requirements.

General Statement
This job description outlines the principal duties and responsibilities of the role. It is not intended to be an exhaustive list, and the post holder may be required to undertake additional duties appropriate to the grade and responsibilities of the position to meet the changing needs of the practice.


Signed by Employee:		_________________________________________________


Name:				_________________________________________________


Date:				_______________________
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