
JOB DESCRIPTION

Personal Assistant to Clinical Teams

Reports to

Practice Manager and GP Partners

Overview

This is a role established to support the clinical teams in carrying out day to day administrative and clinical activity. The role is at the forefront of service delivery to patients providing a source of advice and problem solving for patients.

The postholder will work closely, and under the direction of the clinical team to improve standards across a wide range of clinical and administrative activity. The position is suitable for someone who wishes to demonstrate initiative and to develop their own skills further in the practice.


MAIN PURPOSES

· To provide support to the Clinical Teams, and in the running of key systems and procedures such as enquiries, prescriptions, fit notes, medical reports, chasing hospital results and letters, form filling and general organisation duties as required to support the Clinical Team.

· To be responsible for the management of the Clinical Teams diary and rota and to keep the Practice Manager up to date on any changes to the usual schedules.

· To manage annual leave requests and organise meeting and attendance as required.

· The post-holder will need to become familiar with all functions of the clinical system and their applications plus national and local quality standards for primary care.

The post holder will be aware of the various statutory requirements and will assist in implementation as directed by the Clinical Team. There is a need to work closely with reception and clinical staff to ensure the smooth running of the practice, reporting any problems encountered to the relevant person.

Training requirements will be monitored by yearly appraisal. Personal development will be encouraged and supported by the practice. It is the individuals’ responsibility to remain up to date with recent developments.
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· Manage group clinicians' diaries on MS Outlook & System 1. De-conflict events. Arrange meetings (to include the booking of rooms) and attend and take minutes as required. Have write access to group’s Outlook diary & email accounts. Coordinate schedule adjustments with CMG scheduling lead.

· Prepare meeting documentation packs such MDTs, PLT, practice & federation meetings. Review clinicians' future schedules to ensure that there is sufficient clinical coverage & initiate discussions to resolve if there isn't.

· In conjunction with Partnership lead coordinate groups leave and duty plot. Ensure that approved leave & duties are recorded on S1. Update CMG leave & duties lead(s) with all approved amendments. Final adjudication rests with CMG lead.
· Action all clinical administrative tasks from groups clinicians. This will include:
o Maintain and action pathology results including patient notification
o e- referral issues
o process & produce correspondence
o Emailing referrals to the Rapid Referral Clinic

· Action the group’s post including hospital post and correspondence. This includes dealing with those administrative tasks within remit and preparing and coordinating the response for that which must be dealt with by the group’s doctors and nurse practitioners.

· Coordinate group’s clinical & non-clinical room bookings requirements in conjunction with CMG premises lead.

· Support CMG prescribing lead/Pharmacist in production of group's input to:
o medicine management audits.
o patient medication reviews.
· Handle patient queries received by phone, in person, or email. Lead on the coordination of response with clinical input from groups' clinicians

· Prepare clinical administrative documentation for clinicians' approval.
o medical reports (insurance, court, advocacy, private etc)

o MDT meetings (child & adult safeguarding, GSF, unplanned admissions) o fit notes

o  referral documents
o draft complaints response letters o draft significant events reports

o Faxing as per practice protocol - sending, receiving and recording. Fax prescriptions when necessary

o Retrieve emails (individual, NHS mail and secretarial) and action as appropriate.

· Provide cover for other group PAs during their absence on leave or illness

· Liaise with external agencies such as hospitals, pharmacies, community teams (district nurses, IRT, community matron, health visitors, mental health etc), social services, care & nursing homes, third sector, LMC, MDU to investigate and resolve issues on behalf of patients and group clinicians.

[bookmark: page3]
· Initial point of contact to resolve:

o clinicians' IT issues through personal intervention, remote support (Healthcare) & CMG IT lead
o telephone
· Support CMG Performance leads to:
o help group clinicians complete QOF actions
o help group clinicians complete enhanced service actions
o Ensure accuracy of data through post consultation reviews of coding etc.
· Receive and record patient deaths on clinical system. Coordinate follow up action with appropriate GP and undertakers..

· To assist with the gathering of statistics and information when required.

· Request and maintain adequate supplies of office stationery in order to perform secretarial duties.

Other Personal tasks

· To provide a personal secretarial role to the Clinical Team in the absence of a practice secretary as required.

· Become involved with key aspects of the Clinicians workload and be able to respond to information requests and updates as necessary.

· Dealing with patients, and contacts within the NHS and other practices, both in person and on the telephone.

· Administrative cover for absences and help with extraordinary workloads.

Health & safety:

The post-holder will assist in promoting and maintaining their own and others’ health, safety and security as defined in the practice Health & Safety policy, the practice Health & Safety manual, and the practice Infection Control policy and published procedures. This will include:
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· Identifying the risks involved in work activities and undertaking such activities in a way that manages those risks

· Making effective use of training to update knowledge and skills
· Using appropriate infection control procedures, maintaining work areas in a tidy and safe way and free from hazards

· Actively reporting of health and safety hazards and infection hazards immediately when recognised

· Keeping own work areas and general / patient areas generally clean, assisting in the maintenance of general standards of cleanliness consistent with the scope of the job holder’s role
· Undertaking periodic infection control training (minimum annually)
· Reporting potential risks identified


Production of performance and quality information

· To ensure that documentation (electronic and paper-based) exists to support performance standards across the full range of performance-based activity – QOF, Enhanced Services etc.

· To assist in the production of information for clinical audit.

· To undertake ad-hoc work related to the performance of the practice under the guidance of the practice manager.

Data quality

· To work within the clinical computer system to improve data quality, using the expertise of other data staff where appropriate.

Equality and diversity

The post-holder will support the equality, diversity and rights of patients, carers and colleagues, to include:

· Acting in a way that recognizes the importance of people’s rights, interpreting them in a way that is consistent with practice procedures and policies, and current legislation.

· Respecting the privacy, dignity, needs and beliefs of patients, carers and colleagues.

· Behaving in a manner which is welcoming to and of the individual, is non-judgmental and respects their circumstances, feelings priorities and rights.
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The post-holder will participate in any training programme implemented by the practice as part of this employment, such training to include:

· Participation in an annual individual performance review, including taking responsibility for maintaining a record of own personal and/or professional development.

· Taking responsibility for own development, learning, and performance and demonstrating skills and activities to others.

This role is considered to be a developmental position and the jobholder will be encouraged to develop personal and business skills.



Quality

The post-holder will strive to maintain quality within the practice, and will:

· Alert other team members to issues of quality and risk.

· Assess own performance and take accountability for own actions, either directly or under supervision.

· Contribute to the effectiveness of the team by reflecting on own and team activities and making suggestions on ways to improve and enhance the team’s performance.

· Work effectively with individuals in other agencies to meet patients’ needs.

· Effectively manage own time, workload and resources.

Communication:

The post-holder should recognize the importance of effective communication within the team and will:

· Communicate effectively with other team members.

· Communicate effectively with patients and carers.

· Recognize people’s needs for alternative methods of communication and respond accordingly.

Most instruction and communication of activity will be via the practice manager.

External communication will be with patients, Clinical Commissioning Groups and other NHS bodies, and other GP practices and service providers.
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Contribution to the implementation of services:

The post-holder will:

· Apply practice policies, standards and guidance.

· Discuss with other members of the team how the policies, standards and guidelines will affect own work.

· Participate in audit where appropriate.

Confidentiality

· In the course of seeking treatment, patients entrust us with, or allow us to gather, sensitive information in relation to their health and other matters. They do so in confidence and have the right to expect that staff will respect their privacy and act appropriately.

· In the performance of the duties outlined in this job description, the post-holder may have access to confidential information relating to patients and their carers, practice staff and other healthcare workers. They may also have access to information relating to the practice as a business organisation. All such information from any source is to be regarded as strictly confidential.

· Information relating to patients, carers, colleagues, other healthcare workers or the business of the practice may only be divulged to authorised persons in accordance with the practice policies and procedures relating to confidentiality and the protection of personal and sensitive data.
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Notes

This is not intended to be an exhaustive list of responsibilities, and it is expected that you will participate in a wide range of activities appropriate for your role.
