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Job Description
JOB TITLE: 
Clinical Administrator (Medical Support)
REPORTS TO: 

Clinical Leadership and Support Coordinator
JOB SUMMARY:
To provide administrative support for the Medical Director to ensure the smooth running of the medical department.  Supporting with Doctor’s business meetings, external meetings, Audits, reporting, producing rotas and liaising with external agencies regarding training placements.  Act as a point of contact and signpost for communications, both internal and external.
Provide comprehensive administrative and co-ordination support to our placements programme, including Medical Students, GPSTs and ad hoc shadowing placements with the clinical teams.    
Provide administrative cover for all clinical services as part of a fully flexible administrative team. 
OPERATIONAL RESPONSIBILITIES

MEDICAL DIRECTOR SUPPORT

· Draft/Produce correspondence reports, agendas, minutes and presentations using Microsoft Office.
· Arrange and plan meetings both face to face and virtually.

· Create, manage and update documents and electronical filing systems, maintaining excellent records and following information governance policies.

· Act as a minute taker for key internal and external meetings chaired by the Medical Director (MD).

· Update and maintain MD & team holiday and absence records in line with organisational protocols. 

· Manage the timely administration of timesheets, expenses and course booking.

· Handle incoming and outgoing communication and direct appropriately.

· Support the Medical Director to run their office efficiently, supporting with Day to day diary management for the MD, using Microsoft Outlook and NHS Calendars: add, amend, delete appointments, send invites, book rooms and venues and forward plan.

· Set up and co-ordinate internal and external meetings for the MD and the medical team, including Journal Club.  Invite attendees, promote, circulate documentation and collate feedback.

· The MD is also the organisation’s Caldicott guardian, so support with logging and tracking relevant issues and queries, 

· Meet and greet visitors to the department appropriately.

· Schedule annual appraisals and regular 1:2:1 supervision meetings for the medical team and type up outcomes. 

· Liaise with external partners to ensure all documentation for medical appraisal and revalidation is forwarded in a timely manner.

· Organise occasional business travel, itineraries and accommodation for external courses.

· Manage, formalise and distribute the medical team on call weekly rotas. 

· Liaise with the hospital regarding MD consultant on call cover.

· Provide a point of contact for the MD and medical team during periods of annual leave, as requested. General office administration supporting the smooth running of the team/department

MEDICAL PLACEMENTS SUPPORT

· Organise regular induction programmes for visiting trainees and medical attachments.

· Co ordinating medical students, GPSTs and shadowing with clinical teams including nursing and AHP teams 
ADMINISTRATION SUPPORT AND COVER

· Provide relief or additional administrative support for the Hospice’s administrative team, across a range of functions, being flexible to respond to priorities and workload peaks and troughs.
Staff management
None

Financial management
To work within financial budget of operational model and ensure cost savings are identified where noted. 
Responsibility for patient/client care
None 

COMMUNICATION AND WORKING RELATIONSHIPS
· To work as a positive team member at all times.

· To contribute to the maintenance of St. Rocco’s credibility, success and reputation.

· To establish and maintain effective working relationships internally with the Clinical Team, and externally with healthcare professionals, patients and families to ensure effectiveness of the service.

· To provide cover for other members of the Clinical Administration Team when required and requested.
· To communicate appropriately with patients, families and carers who may be distressed, anxious or who need support, reassurance and empathy.

INFORMATION SYSTEMS
· To deal with sensitive and confidential information whilst maintaining confidentiality at all times, and being compliant with GDPR, & national guideline standards.
· Be fully conversant with operating computer software systems including SystmOne for recording of patient information as required.
Safeguarding Duty
“It is the responsibility of the post holder to be aware of and follow the legislation and guidance regarding Safeguarding Adults and Children as stated in the Hospice Safeguarding Policy. This applies to all staff regardless of which member of the family is the primary client. The post holder is responsible for ensuring they receive the appropriate level of safeguarding training according to their role”.
Assurance statement
The purpose of this job description is to outline levels of responsibility and accountability of this post, to ensure that all work undertaken by our staff is identified and lines of accountability are clear.

It is the responsibility of all employees to adhere to general policies and procedures as detailed in the Staff Handbook and other individual policies.

The above Job Description does not purport to be an exhaustive list of duties and responsibilities.  The post holder will be expected to undertake additional duties as the requirements of the post change.

Changes to this job description
Post holders have a responsibility to discuss any significant job changes with their Line Manager at the time the change occurs and agree any permanent substantial change.
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	Criteria for selection
	Essential
	Desirable

	Education/Qualifications
· Educated to A Level or equivalent, or with three years’ relevant experience.
· Qualified or trained in Microsoft Office applications.
· Formal qualification in computer literacy e.g. ECDL or equivalent.
· Proficient typing skills, including audio typing.
	Y
Y
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	Knowledge/experience/skills
· Experience of working in a clinical administrative role.
· Experience of working in a healthcare or clinical setting.

· High level of computer literacy, including Microsoft Office Word, Excel, PowerPoint, Access and Outlook and NHS Email.
· Experience of using patient record systems, ideally SystmOne
· Excellent organisational skills and ability to prioritise workload.
· Ability to work on own initiative and as part of a team.

· Ability to respond positively to change.
· Willingness to undertake additional training on the job, or formal, to carry out the duties required.
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	Personal Qualities
· Excellent interpersonal skills.
· Able to work autonomously.
· Respect confidentiality.
· Ability to work accurately to tight deadlines and deal with multiple areas, projects and changing priorities.
· Flexible can do attitude.
· Able to work with staff at all levels.
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	Additional Requirements
· Flexibility with hours of work and ability to work to cover gaps at short notice, as agreed.
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