GUILDHALL SURGERY HIGH STREET CLARE CO10 8NY


Job Title:	Patient Services Coordinator

Reports To:	HR and Admin Manager	

Responsible To:	Operational Manager

Accountable to:	Partners



Job Summary:

To provide a combination of clinical administration, practice support and prescription duties, helping to ensure the smooth, safe and efficient running of the practice. 

Receive, assist and direct patients in accessing the appropriate service or healthcare professional in a courteous, efficient and effective way.

Provide general assistance to the practice team and project a positive and friendly image to patients and other visitors, either in person or via the telephone.

The role will involve working closely with clinicians, nursing staff, reception and the wider practice team. 


Main Duties 

· Greet patients and visitors and deal with enquiries appropriately.
· Book, amend and cancel appointments in line with practice procedures.
· Manage urgent appointment requests and assess home visit requests according to practice protocols.
· Answer and document telephone calls, emails and clinical system messages, redirecting or escalating as appropriate.
· Maintain electronic and manual filing systems, including amalgamation of new patient records.
· Process and send urgent referrals and other clinical correspondence as required.
· Maintain tidy reception and waiting areas and restock patient information and registration materials.
· Complete daily checklists and other administrative duties allocated by the line manager.
· Process new patient registrations and ensure information is recorded and maintained.
· Process prescriptions and manage prescription related administrative duties.
· Support the practice workflow, ensuring incoming information is processed and directed appropriately.
· Complete regular fridge, data, clinical audits.
· Carry out routine fridge, clinical room and emergency bag checks, ensuring appropriate stock levels.
· Support the practice with clinical governance, safety and compliance requirements.
· Clinical coding, drug monitoring and follow-up.
· Manage vaccination recalls, support long term condition (LTC) recalls, drug monitoring and follow-up.
· The post holder is expected to maintain confidentiality, comply with practice policies and procedures, and undertake any relevant training required for the role. 
· The above is not an exhaustive list of duties and you will be expected to perform different tasks as necessitated by your changing role within the organisation and the overall business objectives of the organisation.












Person Specification


	Attribute
	Essential
	Desirable

	Qualifications, training and education



	Educated to GCSE level or equivalent

Good IT skills and confident using Microsoft Office 365 (Word, Excel and Outlook)

Willingness to learn and undertake practice specific training


	Chaperone Training

Customer service or related qualification



	Experience and knowledge



	Experience of reception, administration and patient/customer facing duties

Experience of working within policies, procedures and guidelines

Understanding of confidentiality and information governance 


	Previous experience in a GP practice, primary care or healthcare environment  

Understanding of SystmOne clinical system

Experience of working in an ever-evolving environment with an ability to cope with regular change

	Skills and Abilities
	Excellent organisation, time management and prioritisation skills

High level of accuracy and attention to detail

Ability to manage multiple tasks and changing priorities effectively

Confident and professional communication skills, both verbally and written

Ability to work independently and collaboratively as part of a multidisciplinary team

Ability to follow practice procedures, protocols and clinical guidelines accordingly



	

	Personal Attributes
	Friendly, approachable and professional manner when dealing with patients and colleagues

Self-motivated, reliable and adaptable with a positive approach to changing workloads

Able to remain calm and professional when under pressure

Ability to build and maintain effective working relationships across the practice

Demonstrate discretion, integrity and a strong commitment to confidentiality

Committed to maintaining high standards of patient care, safety and service delivery
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