Clinical Administrator - Person Specification 


Purpose of the Role
The Clinical Administrator is responsible for delivering high-quality administrative support to the clinical team, ensuring the efficient management of patient referrals, medical records, correspondence, and practice administration. The role supports the smooth delivery of patient services while maintaining high standards of confidentiality, accuracy, and customer care.

Key Responsibilities
· Process patient referrals, correspondence, and clinical administration accurately and efficiently.
· Support patients with general enquiries and assist them in accessing practice services.
· Maintain and update patient records, including summarising and digitising medical records.
· Manage referral pathways using SystmOne and the NHS e-Referral Service (e-RS).
· Liaise with hospitals, external healthcare providers, the Coroner's Office, Medical Examiners, and other NHS organisations.
· Monitor clinical tasks, emails, and notifications, ensuring timely action.
· Provide administrative support for meetings, invoicing, medical reports, and general practice operations.
· Maintain compliance with practice policies, NHS procedures, confidentiality, and data protection requirements.
· Provide reception and administrative cover when required.
· Contribute to a positive, professional, and patient-focused environment.


Essential Criteria
Qualifications
· Good standard of general education (GCSEs or equivalent, including English and Mathematics).
· Competent IT skills, including Microsoft Office applications.

Knowledge and Experience
· Previous administrative experience in a healthcare, NHS, or GP practice environment.
· Experience of handling confidential and sensitive information.
· Experience managing referrals, patient records, or clinical correspondence.
· Knowledge of NHS administrative processes and patient confidentiality requirements.
· Experience using clinical systems such as SystmOne (or the ability to learn quickly).

Skills
· Excellent written and verbal communication skills.
· Strong organisational and time management skills.
· High level of accuracy and attention to detail.
· Ability to prioritise workload and meet deadlines.
· Confident using IT systems and databases.
· Excellent customer service and interpersonal skills.
· Ability to work independently and as part of a multidisciplinary team.

Personal Attributes
· Professional, approachable, and patient focused.
· Reliable and dependable.
· Calm under pressure and adaptable to changing priorities.
· Committed to maintaining confidentiality and professionalism.
· Positive attitude with a willingness to learn and support colleagues.


Desirable Criteria
· Previous experience in General Practice or Primary Care.
· Working knowledge of SystmOne.
· Familiarity with NHS e-Referral Service (e-RS).
· Experience processing medical reports, insurance reports, or Summary Care Records.
· Knowledge of NHS referral pathways and clinical administration processes.
· Minute-taking experience.
· Understanding of Information Governance and GDPR within an NHS setting.
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