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	Job Description

	Position: Medical Secretaries Team Leader

	Department: Medical Secretaries 

	Job Level: Team Leader


	Reporting to: Medical Secretaries Manager

	Contract: 18 months Full time

	Hours per week:  37.5


	Direct Reports:  None. 


	Job purpose: To work closely with the Medical Secretaries manager, to provide training support for the Med Sec  team, to motivate, influence and manage the Med Sec  team and provide efficient and effective delivery of day to day Med Sec services.

	Main Objectives:
· Able to troubleshoot issues in the team and keep a log to discuss with manager.
· Ensure that the team is working to the agreed timescales and with a high level of accuracy and internal customer (GPs) satisfaction. 
· Lead on identifying any training gaps and providing training to team members as part of induction and providing ongoing updates for the team.
· Understand and implement all protocols set out by Secretarial Manager and identify any updates required.
· Support with the roll out of new platforms and ways of working within the Med Sec team and wider within TDPG. 
· Assist with the smooth running of the Med Sec team, understanding their workload and identify areas of improvement.
· Support the manager with day to day oversight of Med Sec team members.
· To provide expert advice for all areas of Med Sec work and to work on high priority areas as required.
· Ensure all policies and protocols are being followed by the Secretarial team members and that all members of the team are aware of updates.
· Identify any issues / problems, high workload or timescales that may be breached and report back to the Med Sec Manager (or Operations Manager in their absence).
· Ensure Med Sec team are fully utilising digital tools including and email / accurx as much as possible to support efficiency and reduction of TDPG’s carbon footprint.
· Any other tasks as requested by the Med Sec Manager or Operations Manager.
· Completion of all mandatory training and ensuring that the  team are also up to date with mandatory training.
· To support the Secretarial Manager in any upcoming meetings regarding the Secretarial teams.
· Oversee the Surgery connect console and ensure the phonelines are being answered in an appropriate timescale, fairly.
· Ensure Secretarial workspaces are safely maintained with confidential information correctly stored.
· To highlight any areas where work processes and timescales may not meet CQC expectations of a good or outstanding practice. 
· In the absence of the Medical Secretaries Manager conducting back to work meetings and other management meetings with the guidance and support of the Operations Manager




	
Person Specification

	Essential skills and qualifications:

Qualifications
· Five level 2 qualifications including Maths and English (e.g. GCSE grades 4/C) or equivalent

Experience
· Significant experience of working in a Medical Secretarial role in a GP practice
· Significant experience of managing Non NHS workloads and referral pathways in a GP practice
· Working with general public
· Significant experience of using Systm 1 and Accurx
· Experience of handling confidential information 

Skills and Knowledge
· Intermediate knowledge of Microsoft suite (inc Word, Excel, Teams, PowerPoint)
· Good knowledge of clinical terminology
· Understanding of confidentiality and tests to conduct before sharing information
· High standard of written and oral communication
· Clear polite telephone manner
· Time management skills and ability to work to deadlines
· Problem solving skills
· Ability to perform under pressure
· Self motivated and ability to work on own initiative
· Ability to deliver training to colleagues
· Able to travel and work from any of the De Parys Group sites

Desirable  skills and qualifications:

Qualifications
· Supervisory / management qualification 
· Training or coaching qualification 

Experience
· Previously worked at team leader level or above
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