Agenda For Change Job Description Template     			 

	1. JOB IDENTIFICATION
[bookmark: _GoBack]Job Title:              Team Medical Secretary 
Responsible to:    Specialist Services Administrator
Department:          Esteem 
Directorate:           Mental Health, Specialist Services, HSCP Glasgow 

	2.  JOB PURPOSE

	The postholder will provide an effective and efficient secretarial/administrative service to the multi-disciplinary team comprising of medical, psychology, nursing and occupational therapy staff, working independently for much of the time managing their daily workload.  They will be required to interact with patients daily both face-to-face and by phone. They may also be required to supervise other administrative staff. 


	3.  ROLE OF DEPARTMENT

	Esteem is a Board wide service which provides multi-disciplinary individual centred care for people aged 16-35 who are experiencing a first episode of psychosis.

A range of medical, psychological, social and vocational interventions are offered, tailored to the individual’s needs.

Empowerment of clients is encouraged through active collaboration in their care and by valuing the experiences of individuals and their families throughout their care. Esteem works with other community agencies to help the individual achieve their personal goals.

Stigma associated with mental health problems is recognised and to lessen this Esteem work with individuals and their families in their own homes or other acceptable settings.

Esteem recognises the importance of families and carers and aims to work in partnership with them.


	4.  ORGANISATIONAL POSITION

	Head of Adult Services
(Mental Health)
Specialist Services Manager
Specialist Services Administrator
Band 4 
Band 3
Band 2
Team Leader


	5.  SCOPE AND RANGE

	The Team Medical Secretary ensures the provision of a confidential and comprehensive administrative support to the Team.  The postholder is required to have excellent communication and organisational skills. They will ensure that all administrative systems are operated effectively within the Team. The postholder will be expected to gain full knowledge of the whole service as they will be required to cross cover in time of sickness absence and annual leave.  The postholder is required to use initiative and resource while exercising a high degree of confidentiality, diplomacy and tact while working within clearly defined protocol and procedures adhering to HSCP/NHSGG&C policies such as Health and Safety, Data Protection and Confidentiality.   

Workload is generated by the clinical caseload and professional roles of the multi-disciplinary team. The postholder operates within pre-determined procedures and parameters and is required to act independently, prioritising work with periodic review from supervisor.    

	6.  MAIN TASKS, DUTIES AND RESPONSIBILITIES

	Under the general direction of the management of the mental health admin team the postholder will be expected to undertake most or all of the following responsibilities:

General
1. Provide a high quality secretarial and administrative service to the Clinical Team.

2. Has responsibility for the operation of all administrative systems within the service. 

Communications

3. Operate telephone systems efficiently and courteously and is the first point of contact for the team/patients accessing the service.

4. Deal with telephone and face to face enquiries from all staff groups, patients, relatives, carers, providing information, directing and prioritising queries as appropriate to ensure efficiency and effectiveness of service delivery.

5. Deal with issues arising from telephone enquiries and referrals on own initiative, redirecting to other staff where appropriate or arranging for accurate and timely messages to be conveyed to team members.

6. Liaise with patients, GP’s, and other health care professionals regarding referrals, appointments, cancellations and waiting times. 

Complaints/Feedback 

7. Provides information and advice to patients and others on NHS complaints and feedback arrangements.  Responds directly to straightforward enquiries or refers matters for consideration by clinical staff/service managers.  If required, can assist others to record their complaints/feedback

Production of Material

8. Process new referrals from GP’s and other service users working within the clearly defined protocol, updating EMIS and  requesting patients’ health records as required for MDTs and outpatient clinics.  

9. Prepare, plan and organise all aspects of the outpatient clinic where applicable.

10. Maintain local computerised systems as required, entering information onto EMIS or equivalent system within agreed timescales as directed by organisation.  Daily use of email system.

11. Type a variety of documents, reports & statistical returns from a variety of sources (including audio) with a high degree of accuracy.

12. Ensure documents pertaining to Mental Health Legislation are processed within timescales.

Meetings

13.  Arranges routine and adhoc team meetings as directed. 

14. Attends Team Meetings, records minutes or action notes as required and contributes suggestions for improvement in operational systems.
 
Records/Systems Management

15. Maintains and keeps under review patient records and correspondence filing systems (including, appropriate, electronic database systems). Locates any missing data to ensure full and accurate record of patient referral and discharge is produced. 

16. Inputs data to database and produces monthly and other reports as required.

17. Maintains attendance, absence, leave and sickness records for Team staff.  Compiles attendance/absence returns for payroll/record purposes and input onto SSTS. 

18. Records training of staff and processes study leave forms for Team Leader’s signature as required. 

19. Ensures adequacy and security of stock of stationery and computer/fax/photocopier consumables. Raises purchase order indents as required for manager’s signature.  

20. Manages medical/team diaries and keeps them up to date, enter delete and reschedule appointments as required.

Staff Responsibilities

21. The post holder may be responsible for supervising other Band 2 or Band 3 secretarial and administrative staff within the team, and assisting (with relevant manager) with training of administration staff, providing cross cover on an agreed basis and assisting in induction of new staff.

22. Responsible for own health and safety arising from immediate work area and in respect of colleagues working in the same area.   May be assigned specific responsibilities relating to health and safety e.g. fire warden, VDU assessor, manual handling assessor in relation to areas occupied by the Team.

23. A flexible approach required to maintain efficiency of service delivery.

24. Participate in TURAS process and have a PDP in place.



	7a. EQUIPMENT AND MACHINERY

	On a regular (daily basis) post-holder would have cause to use:-

Telephone 
Personal Computer (involving use of Microsoft Word, Outlook, Excel, PowerPoint,) 
Audio transcriber
Scanner
Network Printers
Facsimile 
Photocopier
Induction Loop 
Laminator 
General Office Equipment


	7b. SYSTEMS

	Required to ensure that relevant HSCP policies are followed.

Will advise staff and others on local department policies and procedures e.g. authorisation of study leave, recruitment requests, complaints procedure.   

Will comply with payroll and expenses documentation procedures and respond to queries arising. 

Will respond to regular and adhoc data collection requests e.g. returns, waiting times data etc.

Will follow local procedures relating to data input to databases and propose change in working practice based on experience of operation

Undertakes review of records for archiving and/or destruction in conjunction with line manager.

Will use EMIS, WINPRO, and Clinical Portal. 


	8.   DECISIONS AND JUDGEMENTS

	The postholder will work without detailed supervision and will generally operate within established procedures and processes. 

The post-holder will determine from established procedures those matters which should be brought to the attention of the line manager and those which can be undertaken independently by self or other team members.   


	9.   COMMUNICATIONS AND RELATIONSHIPS

	The post-holder will work with a range of individuals including:-
· clinical staff from both in and outwith the service
· managers and staff from other departments
· Patients and their carers.
· referring doctors and other professionals
· HSCP colleagues
Communication will be predominately by telephone, face to face, e-mail or fax.  Communication includes those with communication impairment e.g. patients who are unable to verbalise their needs clearly. 
Receipt of incoming communications will require imparting helpful information or responding to individuals who may occasionally be upset or antagonistic. 
Communication will aim to develop good future working relationships and promote a positive view of the service. 
Exchanges confidential sensitive or contentious information with staff, patients, carers, which requires persuasive skills where agreement and co-operation is required


	10. PHYSICAL, MENTAL, EMOTIONAL AND ENVIRONMENTAL DEMANDS OF THE JOB

	Physical
· Required to use keyboard/VDU sometimes for prolonged periods.
· Elements of bending and lifting (e.g. when photocopying and moving equipment etc)
· Carrying files

Mental 
· Post requires concentration when typing reports or inputting data or recording discussions at meetings.
· Some content of the information handle may be highly sensitive and distressing.  

Emotional
· May receive verbal abuse from patients/carers. 
· Requires to exercise tact in dealing with all manner of people.
· On occasions required to react sensitively to distressed staff or public. 

Environmental
· Generally within standard office environment.


	11. MOST CHALLENGING/DIFFICULT PARTS OF THE JOB

	· Prioritising workload which may involve resolving conflicting demands.
· Dealing with queries when staff are working predominately outwith office base. 
· Managing constant interruptions which affect concentration
· Postholder must be able to communicate on a one to one basis with all disciplines
· Completing complex tasks in short timescales






	12,  KNOWLEDGE, TRAINING AND EXPERIENCE REQUIRED TO DO THE JOB

		Knowledge, Training & Experience 
	Essential 
	Desirable

	Must show competence in the use of range of computer packages evidenced by experience or formal qualification e.g. ECDL 

	√
	

	Recognised qualification in Administration equivalent to HNC in Secretarial Studies or Business Administration, or SVQ in Administration at Level 3, or significant relevant equivalent practical experience.

	√
	

	Conversant with office procedures and systems and able to demonstrate prior experience of working in a secretarial or administrative role.   Such experience is unlikely to have been achieved in less than 3 years related secretarial/administrative experience at a more junior level through which a thorough understanding of office procedures has been obtained.   

	√
	

	Organisational skills, including ability to deal with a range of non-routine tasks, apply problem solving skills and ability to manage conflicting demands.

	√
	

	Advanced keyboard skills.
	√
	

	Good command of verbal and written English.
	√
	

	Team Player
	√
	

	Previous experience within NHS/HSCP 
	
	√

	Attention to detail
	
	√

	Highly motivated and enthusiastic
	
	√






