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JOB DESCRIPTION

JOB DETAILS


Job Holder:



Job Title:
Workflow Co-ordinator and Summariser



Location:
Wilson Street Surgery

Accountable to:
Practice Manager


Reports to:
Assistant Practice Manager
JOB ROLE

· Streamline the flow of clinical correspondence through the organisation accurately, by reducing the number of letters that GPs need to process.  This should ensure that GPs are able to give priority to the most appropriate correspondence;

· Identify any key clinical data from correspondence and read-code the data onto the patient’s electronic record, following the Practice protocol;

· Electronically file letters directly to patient records and where appropriate, direct more complex correspondence to the appropriate clinician for their attention.  Where there is uncertainty about whether a document can be filed directly, to forward it to a clinician for safety;

· Review medical records and produce an accurate summary of the patient’s medical history.
JOB PURPOSE

· To ensure that all incoming and internal patient correspondence is stored on/in the patients’ medical record and relevant information is coded;

· To be able to locate documents as needed by the clinical and non-clinical staff;

· To carry out administrative related tasks as delegated by the doctors and non-clinical staff.
DIMENSIONS

· The post holder does not hold any budgets

KEY RESULT AREAS

· To maintain patients’ manual records keeping in good repair and order;
· Extensive use of GP clinical systems and linked software to update and store data in line with practice policy to ensure records are up to date and available for clinical staff at all times;
· Retrieval of information as required from both computer and manual systems;
· Observe a strict code of confidentiality at all times;
· To work within the practice’s agreed policies and guidelines where appropriate commenting on and contributing to changing such policies;

· Providing support to the clinical team to ensure quality outcomes framework (QoF) is delivered to a high standard within the practice, striving to maximum achievement;
· Any other task relevant to the role and grade of this post.
KNOWLEDGE, SKILLS AND EXPERIENCE
· Educated to GCSE level, minimum 5 GCSE’s  including Maths & English Grade 9-4 / A*-C or equivalent;
· NVQ level 2 in Admin (desirable)

· Computer literate / standard keyboard skills;

· Working knowledge of Microsoft Office products;

· 2 years’ experience in an reception/administrative environment;
· Previous NHS experience (desirable);

· Understanding of medical terminology;

· Good communication skills;
· Good interpersonal/organisational skills

· Previous experience of team working

· Understanding, acceptance and adherence to a strict code of confidentiality 

· Ability to file accurately

· Ability to translate information and details accurately both verbally and written

· Good reading and listening skills to ensure important details are recorded correctly

· Confidence to use own judgement when responding to queries;

· Ability to self-motivate, organise and prioritise own workload, deliver agreed objectives without direct supervision;
· An understanding of health and safety issues.
COMMUNICATIONS AND WORKING RELATIONSHIPS
· Doctors, GP Registrars, Practice Nurses, Advanced Clinical Practitioners, Health Care Assistants, Care Co-ordinators, Midwives;
· Receptionists, other administrative colleagues. 


MOST CHALLENGING PART OF YOUR JOB
· To prioritise tasks and remain calm in a busy environment.
Appendix A

	Job Title – Workflow Co-ordinator and Summariser
Location                  Wilson Street Surgery
Reports to                Assistant Practice Manager

Accountable to        Practice Manager

	Physical Effort

This factor measures the nature, level, frequency and duration of the physical effort (sustained effort at a similar level or sudden explosive effort) required for the job. It takes account of any circumstances that may affect the degree of effort required, such as working in an awkward position or confined space.

· Sitting at computer for significant periods of time
· Some lifting and transferring of stock around the premises
· Some bending and stretching to file manual documentation




	Mental Effort

This factor measures the nature, level, frequency and duration of the mental effort required for the job

(For example concentration; responding to unpredictable work patterns, interruptions and the need to meet deadlines).

· Concentration required when dealing with the workflow and read-coding of clinical correspondence
· Good reading and listening skills to ensure important details are recorded correctly


	Emotional Effort

This factor measures the nature, level, frequency and duration demands of the emotional effort required to undertake clinical or non-clinical duties that are generally considered to be distressing and/or emotionally demanding.

· Direct exposure to distressing information when reading patient’s clinical information.
· Rare exposure to distressing circumstances


	Working Conditions

This factor measures the nature, level, frequency and duration of demands arising from inevitably adverse environmental conditions (such as extreme heat/cold, smells, noise, and fumes) and hazards, which are unavoidable (even with the strictest health and safety controls), such as road traffic accidents, spills of harmful chemicals, aggressive behaviour of patients, clients, relatives, carer

· Sitting in one position at a computer for significant periods



Appendix B

PERSON SPECIFICATION

Job Title:
Workflow Co-ordinator and Summariser      Location:      Wilson Street Surgery

	1.  Attainments/Qualification

	Essential

Minimum 5 GCSE’s including Maths & English Grade 9-4 / A*-C or equivalent

	Desirable

ECDL 

NVQ level 2 in Admin



	2.  Skills

	Essential

Computer literate/standard keyboard skills

Working knowledge of Microsoft Office products

Understanding of medical terminology

Good communication skills both verbal and written

Good interpersonal and organisational skills

Logical thinker – accuracy for filing etc.


	Desirable



	3.  Knowledge/Experience

	Essential
2 years reception/administrative experience
Knowledge or experience of working with standard office equipment (faxes, telephones, photocopiers, scanners etc.)

Resourcefulness and ability to use own judgement when responding to queries

Ability to self-motivate, organise and prioritise own workload, deliver agreed objectives without direct supervision

Understanding of health and safety policies & procedures


	Desirable

Previous NHS experience



	4.  Disposition

	Essential
Team working


	Desirable

Previous experience of team working

	5.  Circumstances/special Demands of Post

	Essential
Ability to maintain a strict code of confidentiality at all times
	Desirable

Flexibility of hours available for work
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