Claypath and University Medical Group

Medicals Administrative Assistant
Job Description
Responsible to:
Data Quality Supervisor and Deputy General Manager
Accountable to:
General Manager
Job Purpose

The post holder will undertake the following duties:

· dealing with patient requests for medical reports; 
· accurate summarisation of medical records; and
· dealing with requests for practice occupational health service provision.
The postholder will be required to maintain a high level of confidentiality and an up-to-date awareness and understanding of legislation to comply with GDPR, Data Protection and Security, Information Governance, and Caldicott Guardian principles in all areas of work.  

The postholder will be aware of the confidential nature of this role and work accurately and with attention to detail, to maintain security of patients' personal and confidential medical information.  
All duties will be carried out in a pleasant, effective, and efficient manner.
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Duties of the post

Daily:

· Dealing with telephone enquiries from staff, patients, and outside organisations
· Dealing efficiently and effectively with all written communication by post/e-mail 
· Dealing with electronic requests for insurance reports via iGPR

· Actioning requests for access to health records within relevant timescales, adhering to current legislative guidance and liaising with clinicians as appropriate 

· Awareness of retention periods regarding Occupational Health records and other practice records

· Using appropriate templates on the clinical system to collate information and/or create relevant documents

· Booking medical examination appointments

· Ensuring a legible audit trail for all correspondence in the patients' clinical records
· Keeping patients and third parties informed of progress with their queries
· Ensuring all electronically sent records are encrypted for security purposes

· Maintaining an up-to-date awareness and understanding of legislation changes regarding GDPR, Data Protection and Security, Information Governance, and Caldicott Guardian

· Accurately summarising medical records

· Chronologically filing (electronically) correspondence in medical records 

· Scanning and READ/SNOMED coding mail and correspondence

· Ensuring information has transferred electronically e.g. by GP2GP
· Disposal of confidential information

· Photocopying

· Following practice procedures for complaints and incidents

Communications and Working Relationships

Internal to Practice

Working alongside other Medicals Administrative Assistant
Liaison with Data Quality Supervisor
Liaison with Operational Supervisors
Liaison with General and Deputy General Manager

Secretarial and administrative staff
Partners

Salaried GPs

GP Trainees

Nursing Team Leader and members of nursing team
External to Practice:

Patients
Liaising with outside organisations
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