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Job Description
	Job title
	Patient Services Advisor

	Reporting relationships
	Patient Services Team Leader, Patient Services Manager


	Job Purpose
	· Receive, assist & direct patients attending the Okehampton Medical Centre, in accessing the appropriate service or healthcare professional in a courteous, efficient & effective way
· To liaise with Doctors, other clinical staff and practice staff as appropriate
· Provide general assistance to the Practice team and project a positive and friendly image to patients & other visitors, either in person or via the telephone


	Main Responsibilities


	Assisting all doctors and clinical staff:
· Maintain concise & accurate computer & paper records for patients
· Discuss correspondence and execute any special instructions from doctors
· Undertake other tasks as directed by the doctor
Telephone System:
· Receive & make calls to/from patients & external agencies & action as appropriate

Patient Services:

· Manage the front desk 

· Assist patients as required and deal with queries

· Provide a result service to the patient as directed by the doctor
· ‘Trouble shoot’ patients’ problems face-to-face at reception & over the telephone

· Maintain patient confidence and protect operations by keeping patient information confidential

· Communicate with the Community Nursing Team and associated health care professionals
· Check and respond to emails 

· Process administrative tasks as required
· Maintain Registration module within the clinical system.

· Book appointments to see doctors and other healthcare professionals at the surgery, book home visits, request ambulances

Other Duties:

· Responsible for own continual professional development and performance regarding efficient running of the admin offices
· Responsible for the upkeep of personal development, identifying gaps in skills and knowledge at annual appraisal
· Undertake relevant training / courses
· Supportive of practice policies and protocols including Health and Safety and Infection Control
· To actively support equality, diversity and inclusion policies of Okehampton Medical Centre
· Understanding, acceptance & adherence to the need for strict confidentiality 
· Carry out other delegated duties considered appropriate to the post


	Job description agreement
	To be signed within 6 weeks of employment after discussion with line manager.
Manager: ……………………

Date: …………..

Postholder: …………………

Date: …………..

This is a description of the job as it is presently constructed and it will be reviewed periodically and updated to ensure it fully reflects the duties of the job.
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GP Partners:  Dr Tim Watson, Dr Emma Sircar, Dr Charlie Hamilton, Dr Waseem Malik 
Management Partner: Miss Kiran Bakhshi  Nurse Partner: Mrs Pip Rubbra  Pharmacist Partner:  Mr Alex Moores
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