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JOB TITLE:		Medical Secretary
REPORTS TO:		Assistant Practice Manager
PAY:			£13.75 an hour
HOURS:	19.0 hours across a Monday, Tuesday and Wednesday morning plus ad hoc cover shifts to cover absences within the prescription desk team
Job Summary:
To provide general secretarial support to the Practice Manager, Doctors and Health Professionals involving word processing and audio typing skills with general clerical work.
Medical secretaries will develop good working relationships with:
· Patients
· GP and other surgery staff
· External Organisations e.g. Community nursing team

Medical Secretary Duties 
· Provide an efficient audio, copy typing and word processing service for GPs and Health Professionals as required. This includes the typing of letters, reports, patient referrals, minutes, memorandums, etc. in an accurate and quality manner.
· Establish and maintain filing and administrative systems so that written or computer information is easily accessible and secure.
· Retrieve medical records and assist the completion of medical/insurance records.
· Action referrals via eRS system
· Manage multiple emails and diaries
· File patient records and correspondence in patient medical records.
· Receive incoming and initiate outgoing telephone calls in order to facilitate timely and appropriate communications with others, taking messages and dealing with appropriate queries.
· Maintain the computer clinic system in an accurate and secure manner.
· Assist with the gathering of statistics and information when required.
· Provide cover for members of the secretarial team during periods of sickness and annual leave.
· Receive and dispatch mail and maintain a pending system.
· Control all patient files and related admin to required quality standards and in line with information governance, GDPR and DPA regulations
· Adhere to confidentiality
· Assist in promoting and maintaining their own and others’ health, safety and security as defined in the Practice Health & Safety Policy

Other tasks

· Keep the IT Manager and/ or Practice Manager informed of any matters arising or problems/ potential problems.
· Undertake any other tasks to effectively manage patients as delegated 
Person Specification
	
	Essential
	Desirable

	Qualifications and Training
	GCSE in English and Maths at Grade C or above, or equivalent experience. 
Proficiency in Microsoft Office and email systems
	

	Knowledge and Experience
	Previous secretarial experience 

	Knowledge of NHS e-referral system (eRS), Emis and Docman
An understanding of health and anatomical terms

	Skills and Ability
	Proven ability to work supportively within a team, offering assistance to colleagues. 
Good communication skills - able to communicate effectively across different levels
Ability to prioritise tasks and manage competing demands on time, ensuring all deadlines are met. 
Able to apply tact and sensitivity to establish trust and confidence. 
	

	Other Requirements
	Patient focused and compassionate about delivery of safe and effective care. 
Ability to demonstrate commitment to The Hart Surgery’s ethos and values 
Resilient and flexible to meet service needs.
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