Claypath & University Medical Group

Medical Secretary

Job Description 
Responsible to:

Deputy General Manager

Accountable to:

General Manager

Job purpose:

To provide efficient and effective secretarial and clerical 




support to the practice.
Organisation Chart:

General Manager

I

Deputy General Manager

I
Medical Secretary Supervisor

I
Medical Secretaries

1.
Knowledge, Training, and Experience required

Knowledge:


· An understanding of confidentiality 

· Knowledge of a range of secretarial procedures and use of standard software programme

· Understanding of medical terminology

Training/Qualifications:

· Microsoft Word for Windows RSA II Standard

· Patient Administration System

Experience:

· Experience of working in the NHS or a similar organisation 

· Experience within a broad based secretarial/admin role

· Experience of working in a busy team environment

· Experience of working under pressure

· Experience of talking to patients

· Good attention to detail

2.
Skills required

· Microsoft Word for Windows

· Audio/copy typing skills

· Computer/keyboard skills

· Good communication/written skills

· Good telephone manner and able to deal sensitively with enquiries

· Ability/willingness to learn new skills

· Ability to prioritise and plan daily workload

3.
General duties of the post

General duties of the post, to be carried out on a daily basis, include: 

· Prioritising own varied and demanding workload

· Audiotyping patient letters and medical reports - including documents for occupational health/private medicals and for Partners, General Manager, etc.

· Sending out notification of appointments to patients using different processes e.g. Choose & Book

· Contacting patients

· Liaising with outside organisations

· Processing Student “Green Forms” 

· Making private appointments, checking waiting times at various hospitals

· Scanning and Read Coding information into medical records
· Processing electronic communication from hospitals etc., and where applicable adding information into medical records 

· Opening and distributing incoming post

· Checking duckets for workload

· Preparing hospital and external mail for franking

· Checking and distributing incoming Faxes 

· General scanning, photocopying, faxing of documents

· Checking stationery stock

· Attending Practice Meetings 

· Working in a manner which ensures confidentiality and security of information

Undertaking other duties as deemed appropriate by the Deputy General Manager/General Manager

4.    Communications and Working Relationships

Internal to Practice:

Liaison with Operational Supervisors

Liaison with General and Deputy General Manager 
Liaison with Medical Secretary Supervisor
Secretarial and administrative staff

Partners

Salaried GPs 

GP Trainees

Nurse Practitioner and nursing staff

External to Practice:

Patients

Secretarial and administrative staff – NHS Trusts

North Durham Clinical Commissioning Group
University of Durham 
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