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JOB DESCRIPTION
JOB TITLE
Administration Team Leader
ACCOUNTABLE TO
Operations Manager
CONTRACT
Maternity Cover
Job Summary:
The post-holder will undertake administrative duties as part of the Practice Administration Team and provide leadership to the team. The role supports the efficient and effective running of the practice, ensuring high-quality administrative services, robust processes, and excellent patient experience.
Key responsibilities include:

· To line manage and provide day-to-day leadership to the Practice Administration Team.

· To Ensure that Standard Operating Procedures (SOPs) for the Administration Team are produced, maintained and regularly reviewed/updated.

· To provide full induction, training and support for new members of the Administration Team, ensuring that competency assessments are completed.

· To assist the Operations Manager with delivering QoF.

· To invite and recall patients for eligible health checks and routine checks

· To monitor the daily SystmOne rota in conjunction with the Operations Manager to ensure service delivery is not compromised

· To prepare the staffing rotas and task lists for the Administration Team.

· To ensure the smooth operation of the surgery administration functions by working a rota pattern between the surgery operating hours of 07:45 to 18:30, Monday to Friday.

· To work with the Operations Manager to take appropriate action in the event of staff absence/sickness, to ensure that any affected rotas and booked patient appointments are dealt with/reassigned appropriately and patients are updated accordingly
· Offer potential ideas for change and improvement.
GP Administration Duties:
· Communicate with patients, visitors and Practice staff to ensure surgeries run smoothly and on time.
· Provide patients, visitors, etc. with essential information and act as a resource, where more help is required.
· Operate clinical computer system and maintain high quality data entry.
· Communicate with other healthcare agencies and organisation.
· Patient registrations
· Retrieving and filing hospital letters, notes and paperwork for the surgery and update as necessary.
· Assisting with prescription requests.
· Maintaining and monitoring of the practice appointments.
· Management of the daily tasks.
· Ensuring weekly fire alarm checks are carried out.
· Ensuring all clinical rotas are fully occupied and rotas for Extended Access are updated.
Human Resources:
· To line manage all staff working within the practice administration team ensuring the efficient workflow of the team and all processes responsible for.
· Co-ordinate the provision of administration staff ensuring sufficient cover is provided for periods of leave and other staff absences. Ensure contingency plans are in place for all leave, including unforeseen absence.
· Undertake the annual performance review of the administration team including identifying training and development needs.
· To carry out return to work interviews on staff following periods of absence.
· To take responsibility for new staff including their induction, training and ongoing development.
· Ensure line managed staff understands practice objectives and their role in helping to achieve them.
· Promote teamwork and co-operation to encourage motivation and commitment.
· In Partnership with the Operations Manager to actively manage staff performance concerns.
Processes:
· Ensure that stock levels of equipment and consumables are maintained, e.g. stationary, printer consumables, cleaning supplies, refreshments, pathology consumables etc
· Working with the Management Team to ensure that the practice meets all NHS and regulatory requirements are up to date
· Maintain a good understanding of QOF. helping to achieve a high level of achievement over the year.
Premises, Facilities, Security and Health & Safety:

· Have a clear understanding of all systems, including the telephone system, clinical systems, websites, security, fire etc., and be able to operate, maintain, and instruct Administration Team members in the operation of these systems

· Participate and support H&S standards and documentation under the guidance of the Operations Manager and the Management Team.

· Take responsibility for patient facilities including day-to-day health & safety matters

· Ensure that all repairs/maintenance are reported to the Management Team and any actions are followed up until resolved

· Assist with regular Health & Safety audits and risk assessments including evacuation procedures, emergency lighting and legionella testing.

· To ensure that weekly test of the fire alarm is conducted and weekly water tests are conducted.
· Ensure that all premises/H&S records are updated
IT:

· To provide first line support for general internal IT issues
· To provide IT support to ensure effective IT working throughout the practice
· Have a good working knowledge of all IT, and telephone systems, and manage issues, arranging and supervising repairs as necessary
General:
· Ensure that all functions are carried out in a friendly, helpful and professional manner, with due regard for all statutory regulations.
· Promote good customer relations and public image of the Practice at all times.
· To undertake any other duties at the request of the Operations and Practice Manager, which are commensurate with the role of the Administration Team Leader.
· To undertake training as necessary in line with the development of this position.
· To observe the policies and procedures required of all employees of the practice which include non-smoking, health and safety, equality and diversity, patient confidentiality.
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.
Health & Safety:
The post-holder will assist in promoting and maintaining their own and others’ health and safety and infection control 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 (but will not be limited to):

· Using personal security systems within the workplace according to Practice guidelines.
· Opening up/locking up of practice premises.
· 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.
· Reporting potential risks identified.
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 recognises 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.

Personal/Professional Development:
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 who are undertaking similar work.
· Attendance at the quarterly Protected Time Meetings.
· Attendance at all Mandatory and Statutory training requirements as indicated by the Operations Manager.
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 whilst embracing the practice’s ethos of recording of any errors or near misses and learning by mistakes without blame.
· 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 recognise the importance of effective communication within the team and will strive to:

· Communicate effectively with other team members.
· Communicate effectively with patients and carers.
· Recognise people’s needs for alternative methods of communication and respond accordingly.
Contribution to the Implementation of Services:
The post-holder will:

· Apply all Practice policies, standards and guidance.
· Discuss with other members of the team how the policies, standards and guidelines will affect own work.
· Participate in audits where appropriate.
This Job Description is neither exhaustive nor exclusive and will be reviewed annually in conjunction with the post-holder at the annual appraisal. The post-holder is also required to carry out any duties that may reasonably be requested by the Partners or the Practice/Operations Manager.
PERSON SPECIFICATION 
	Job Title:
	Administration Team Leader
	Accountable To:
	Operations Manager

	This form lists the essential and desirable requirements in order to do the job. Applicants will be shortlisted solely on the extent to which they meet these requirements.

	
	Essential
	Desirable
	Assessment

	EDUCATION & QUALIFICATIONS
	
	
	

	Good level of education to GCSE standard or equivalent
	(
	
	Application

	EXPERIENCE
	
	
	

	Experience of working in a customer services/other front line situation
	(
	
	Application/Interview

	Competent IT Skills
	(
	
	Application/Interview

	Self-starter, able to work on own initiative, following set procedures and protocol
	(
	
	Application/Interview

	Use of clinical system software e.g. Systmone
	
	(
	Application/Interview

	Previous NHS experience – ideally within a GP setting
	
	(
	Application/Interview

	Team leader experience
	
	(
	Application/Interview

	SKILLS & ABILITIES
	
	
	

	An enquiring mind with a willingness to learn new skills and procedures
	
	(
	Application/Interview

	Excellent interpersonal, verbal and written skilld demonstrated with people at all levels and in all circumstances
	(
	
	Application/Interview

	An understanding, acceptance and adherence to the need for strict confidentiality
	(
	
	Application/Interview

	Can plan own work and multi-task
	(
	
	Application/Interview

	Ability to resolve problems and work with colleagues to implement solutions
	(
	
	Application/Interview

	Able to accept and deal with a heavy workload
	(
	
	Application/Interview

	KNOWLEDGE & UNDERSTANDING
	
	
	

	Medical Terminology knowledge
	
	(
	Application/Interview/Reference

	Knowledge of handling data
	
	(
	Application/Interview/Reference

	PERSONAL ATTRIBUTES
	
	
	

	Capable of remaining calm, with consistent accuracy and concentration under pressure
	(
	
	Application/Interview

	Enthusiastic with energy and drive

Self-motivated but aware of limits of authority
	
	(
	Application/Interview

	Reliable and dependable
	(
	
	Application/Interview

	Ability to prioritise work to ensure deadlines are met
	(
	
	Application/Interview


