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NHS Lanarkshire – Medical Secretary – Coatbridge Locality – Job Pack 




















	1. JOB DESCRIPTION

Job Title:                            Medical Secretary (Community)   

Department(s):

Job Holder Reference:      AS.0166

No of Job Holders:




	2. JOB PURPOSE

The post holder is required to provide a full secretarial and administrative service to a Multi Disciplinary/Agency Team including the management of information systems and the co-ordination of the clinical referral system.




	3. ORGANISATIONAL POSITION General Manager
Multi-Disciplinary Team
Operational Services Manager
POSTHOLDER











Whilst the postholder is operationally responsible to the Operational Services Manager, day-to-day work is determined by the Multi-disciplinary team.












	4. SCOPE AND RANGE

· To provide a full secretarial /administrative service to a multi disciplinary team.
· Provides continuity of service delivery and efficient communication links with internal and external agencies.
· The post holder is required to work as part of the department team but also requires to work alone using her/his own initiative and flexibility in the daily decision making on behalf of the service.
· To effectively co-ordinate all tasks associated with the referral/ appointment process and the maintenance of the database supporting these activities. 




	5. MAIN DUTIES/RESPONSIBILITIES

· To provide a comprehensive secretarial and administrative support to the department  including the use of shorthand, audio typing, photocopying, word processing, the use of management information systems and email to facilitate the smooth and effective running of the department 
· To collect and collate all patient / performance monitoring/ staff governance activity and produce all statistical information associated with this. 
· To prepare and type all work associated with court reports and other legal processes.
· To collect, prioritise and distribute incoming and outgoing correspondence on behalf of the staff in the department and to initiate action where required to ensure relevant and timely responses. 
· To be the first point of contact for telephone and face to face enquires from all staff groups, patients, relatives, carers, providing information, directing and prioritising queries as appropriate to ensure efficiency, effectiveness and timely responses of service delivery on behalf of the department.
· To manage all aspects of document retrieval, filing and bring forward systems and to maintain the data base therefore ensuring that standards of protocol and accuracy are achieved thus ensuring the availability of up to date and accurate information at all times and confidentiality is adhered to at all times in accordance with the Data Protection Act 1998 legislation.
· To provide on the job training and support to new secretarial staff joining the service on local department working practice and procedures.
· To record, prepare and distribute minutes and follow up any actions required. 
· To arrange and co-ordinate meetings by booking facilities and to ensure that supporting papers are available for participants. 
· To design arrange and prepare presentations for staff in the service.
· Maintaining clinic/management diaries ( Where requested )
· To monitor and maintain the waiting list, referral system and patient allocation process.
· Reporting of equipment/ building/fabric repairs/damages and acting as first point of contact for tradespersons/ contractors arriving on site to action works. 
· Daily management of petty cash floats and patient travel reimbursement. 
· Ordering of office supplies to ensure an adequate stock level is maintained. 








	6. EQUIPMENT & MACHINERY

The use of PC’s and associated software packages including Microsoft Word, Excel, Power Point, Access, Outlook and local data information management systems, e.g. Filemaker Pro , Budgetscan, Datix, PiMS (Patient Information Management System), shared electronic records. 

Use of general office equipment including facsimile, photocopier, scanner and audio equipment.




	7. SYSTEMS

· The administration, co-ordination and maintenance of the client database and allocation process.
· The collation and production of statistical information to meet PAF requirements e.g. staff governance, performance monitoring, salary compilation, etc.
· Full use of Microsoft packages.




	8. DECISIONS & JUDGEMENTS

· The post holder requires to make decisions without direction of senior staff, as they are often the first point of contact for the service and on occasions may be the only member of staff in the department.
· Post holder has access to senior clinical staff or line manager to advise on more complex matters.
· The post holder requires the use of discretion when handling and screening of highly sensitive information (e.g. patient referrals/complaints/disciplinary procedures) via telephone calls and face to face with clients, relative, carers and others.
· Typical judgements required to be made are prioritising the workload, reassessing the priority throughout the working day, the urgency of varying situations such as telephone calls from distressed patients, relatives, solicitors and the urgency of a situation that requires a consultant’s attention.
· Handling and screening of highly sensitive information (e.g. patient referrals/complaints/disciplinary procedures) via telephone calls and face to face with clients, relative, carers and others.
· Day to day responsibility for the effective running of the administrative duties within the administration office.




	9. COMMUNICATIONS & RELATIONSHIPS

· Regular face to face, telephone and email communication with patient, relatives, carers and work colleagues in other departments and external agencies to arrange meetings, appointments and exchange of information.
· As first point of contact with the service it is important that the post holder has a responsive and informative approach to patients, relatives or staff and who maintains a calm demeanour when dealing with difficult calls.
· Patients/carers often have complex health needs and subsequently often require reassurance.   




	10. DEMANDS OF THE JOB (physical, mental, emotional)

Physical
· Physical skills demanded by the job is touch typing (both audio and copy) ensuring a high degree of speed, accuracy and use of display screen equipment.
· Physical demands involve the retrieval and filing in case notes from high shelving. Short periods of time spent standing photocopying as well as periods of time spent sitting in one position typing or doing administrative work.

Mental
· The postholder is expected to respond to unpredictable work demands and frequent interruptions which can lead to a change of task on a daily basis whilst still being expected to complete tasks within given timescales. 
· Constant review of workload required to ensure objectives met. High levels of concentration required for the typing of lengthy reports, assessments, transcribing formal minutes ensuring a high level of accuracy at all times. Mental effort is expended to meet legislative and agreed deadlines as laid down by NHS Lanarkshire Primary Care Operating Division, Mental Health Act and local policies and procedures.
· Working to numerous staff over a wide range of clinical disciplines and other agencies who have different standards, policies and procedures to adhere to.  
· To deliver the full remit of the role the post holder requires to have excellent organisational, communication and I.T skills, which includes speed and accuracy. 
· Confidentiality, diplomacy and discretion are required at all times.

Emotional
· Letters/reports for typing frequently contain sensitive information and material of a highly distressing nature. Case notes hold sensitive, unpleasant and emotional material. 
· Interpersonal challenges of dealing directly with patients/carers with chronic health issues in situations of sensitivity and stress.

Environmental
· Working within the field of chronic health the post holder is exposed to confidential, sensitive and distressing information, which is contained within the legal documentation and patient casenotes.
· Required to work under pressure in an extremely busy environment, which includes processing of work and information to tight time scales, which often are out with the control of the department and the resulting pressures placed on the secretarial staff by the department members to deliver the agenda.
· Shared offices can lead to noisy difficult working conditions causing frequent interruptions and stress.
· To deliver the full remit of the role the post holder requires to have excellent organisational, communication and I.T skills, which includes speed and accuracy. 
· Confidentiality, diplomacy and discretion are required at all times. 
· To ensure compliance with NHS Lanarkshire Primary Care Operating Division policy the post holder is required to undertake relevant Management of Aggression, Back Awareness training and DSE risk assessment.
· More or less continuous use of VDU.





	11. MOST CHALLENGING/DIFFICULT PARTS OF THE JOB

· The need to deal with and prioritise a wide and varied fluctuation in workload in response to competing demands made on the service by staff, patients, management and general public and by organisational change and service development.
· Dealing with patients and relatives who can be demanding or distressed.
· Maintaining service provision during periods of staff absence.




	12. KNOWLEDGE, TRAINING AND/OR EXPERIENCE REQUIRED TO DO THE JOB

· RSA3/SQV3/NC in Secretarial Studies or equivalent
· Minimum requirement of two years secretarial experience in an equivalent position.
· Proficient IT Skills which include a full working knowledge of Microsoft office packages. 
· Excellent organisation skills and the ability to prioritise and work on own initiative.
· Excellent oral and communication skills.
· Excellent time management skills.
· Ability to work under pressure.
· Post holder should possess or be working towards ECDL or equivalent.




	Job Description Agreement


Job Holder’s Signature	

Print Name                                                 

Date


Head of Department Signature	

Print Name                                                     

Date







	[bookmark: OLE_LINK1][bookmark: OLE_LINK2]NHS LANARKSHIRE 
PERSON SPECIFICATION
Medical Secretary (Community) – Band 4 – AS.0166

	Criteria
	Essential
	Desirable

	Qualifications & Training
Level of education, professional qualifications, training and learning programmes/courses


	RSA3, SVQ3 or NC in secretarial studies or equivalent

Possess or be working towards ECDL or equivalent
	

	Experience
Length and type of experience, level at which experience gained


	Minimum of 2 years secretarial experience in an equivalent position
	

	Knowledge
Depth and extent of knowledge





	
	Medical terminology

Knowledge of a range of processes and procedures

Knowledge of planning diaries and meetings etc


	Skills/Abilities
Range and level of skills
i.e. communication (oral, written, presentation),
planning/organisation,
numeracy, leadership etc



	Proficient IT skills which include full working knowledge of Microsoft Office packages

Excellent organisational skills and the ability and work on own initiative

Excellent oral and communication skills

Ability to work under pressure

	Shorthand skills

Well development skills in customer care

	Specific Job Requirements
Environmental conditions, unsociable hours, car driver etc





	
	

	Signed: 
	Date: 

	PRINT NAME:  
	Designation: 




NHS LANARKSHIRE INFORMATION FOR CANDIDATES/CONDITIONS OF SERVICE

	JOB TITLE:
	Medical Secretary

	
	

	GRADE:
	Band 4

	
	

	SALARY SCALE: 





	[bookmark: _GoBack]£22,152 - £24,258 pro rata per annum.  Movement in the salary scale is subject to NHS Lanarkshire Pay Determination.

Salary will be paid monthly by Bankers Automated Clearing System direct to a nominated Bank Account.


	LOCATION:
	Coatbridge Locality – Addictions Psychology Team

	
	

	CONDITIONS OF SERVICE:
	The Conditions of Service are those approved and amended from time to time by the National Agenda for Change Terms and Conditions Agreement.

	
	

	HOURS OF WORK:
	    15

	
	

	H.C.S.W
MANDATORY INDUCTION STANDARDS:
	Your performance must comply with the “Mandatory Induction Standards for Healthcare Support Workers in Scotland” 2009; and with the Code of Conduct for Healthcare Support Workers, both as amended from time to time.  These documents can be found at www.workinginhealth.com/standards/healthcaresupportworkers 

Failure to adhere to the standards or to comply with the code may result in poor performance measures or disciplinary action and could lead to dismissal.

A training plan will be developed to give you every opportunity to achieve these standards.  Your Line Manager will discuss this with you.

	
	

	ANNUAL LEAVE:
	The annual leave entitlement is 27 working days, rising to 29 working days after 5 years service and 33 days after 10 years service.  In addition to this you are entitled to 8 statutory holidays per annum to be taken between the period 1 April to 31 March each year.  It is the practice of NHS Lanarkshire to calculate annual leave in hours.

	
	

	SUPERANNUATION
(PENSION)
	From 1 March 2013 new employees will automatically be enrolled in the NHS (Scotland) Superannuation Scheme, or if you are an existing member your membership will continue.
Further information on the benefits of the scheme, can be found  www.sppa.gov.uk

	
	

	RIGHT TO WORK IN THE UK
	NHS Lanarkshire has a legal obligation to ensure that it does not employ any worker who has not been granted the relevant permission to work in the UK.  This permission is without exception granted by the UK Border Agency.  We are required to check the entitlement to work in the UK of all prospective employees, regardless of nationality or job category.  

All applicants regardless of nationality must complete and return the Confirmation of Right to Work in the UK Statement with their completed application form.  You will be required to provide appropriate documentation prior to any appointment being made.  Applications from candidates who require a Tier 2 Certificate of sponsorship (formerly Work Permits) will only be considered if no suitable UK or EEA national is identified for this post.  For further information on the UK Border Agency’s new points based System which now governs the way individuals from outside the EEA can work in the UK please visit www.bia.homeoffice.gov.uk.


	SICK PAY:
	

	During the first year of service:
	One months' full pay and two months half pay.

	During the second year of service:
	Two months' full pay and two months' half pay.

	During the third year of service:
	Four months' full pay and four months' half pay.

	During the fourth and fifth years of service:
	Five months' full pay and five months' half pay.

	After completing five years of  service:
	Six months' full pay and six months' half pay.

	
	

	MEDICAL EXAMINATION:
	New entrants to NHS Lanarkshire are required to pass a pre‑employment medical screen.  The right is reserved to require the successful candidate to undergo a medical examination and/or x-ray at any time if it is considered necessary.

	
	

	IMMUNISATION REQUIREMENTS,
HEPATITIS B
AND
HEPATITIS C STATUS


	In order to protect patients, healthcare workers who carry out Exposure    Prone Procedures (EPPs) as part of their role, must provide documented evidence that they do not have a blood borne virus that they may pass on to patients whilst carrying out EPP work (i.e. that they are not infectious for hepatitis B, hepatitis C and HIV). Blood test results must be from “identified validated samples” (IVS) and be documented as such.
In some cases, it is possible for healthcare workers who have a blood borne virus, to carry out a range of EPP work.  This will be assessed and monitored by an Occupational Health Consultant and the healthcare workers’ treating physician.  

Healthcare workers who perform EPPs have a professional, ethical and legal duty to protect their patients and inform occupational health if they know (or suspect) that they are infected with a blood borne virus (hepatitis B, hepatitis C or HIV) now or at any time in the future. Further guidance is given by the relevant Regulatory Bodies. 


	
	

	
	

	NHS KNOWLEDGE AND SKILLS FRAMEWORK
	The NHS Knowledge and Skills Framework (KSF) defines and also describes the knowledge and skills that NHS employees need to apply in their work in order to deliver quality services.  It provides a single, consistent, and comprehensive framework on which to base review and development for all employees.

KSF will apply to all NHS employees except doctors, dentists and senior and executive level managers.  The purpose of the NHS KSF is:
· To support the effective learning and development of all staff, providing the resources to do so.
· To support the development of individuals in the post to which they are employed, so that they are effective at work and are clear about what is required of them.
· To promote equality and diversity. 


	
	

	IDENTIFICATION BADGES:
	Identification badges will be provided by NHS Lanarkshire to the successful candidate on the commencement of employment.

	
	

	CARE AND COMPASSION
	As a Nurse, Allied Health Professional or Support Worker what you do and how you do it has a big impact on the quality of health care for people.  Establishing effective relationships with people is absolutely essential to their sense of well-being and their attainment of the best possible health and clinical outcomes.  It is this that makes the relationship ‘therapeutic’ that is, the relationship itself is a positive and proactive contribution to health and well-being.  The best approach is therefore a simple one emphasising that an effective relationship begins with listening to the person and is based on mutuality, understanding and respect.

The basis of a good therapeutic relationship starts with being clear about people’s expectations.  

Please go to the following link to find out more details on what the expectations people have of Nurses, Midwives, Allied Health Professionals and their Support Workers in NHS Lanarkshire.   
  http://www.lanpdc.scot.nhs.uk/Resources/Lists/Publications/Attachments/24/CC_Guidance%202013.pdf


	SMOKING:










	Staff are not allowed to smoke in:
· The building and grounds of all premises from which NHS Lanarkshire services are delivered, all premises owned or occupied by NHS Lanarkshire and all vehicles parked on these premises
· NHS Lanarkshire vehicles and pool cars at all times
· Leased cars and personal vehicles when transporting other staff or patients within working hours and/or when on authorised business.
Staff may smoke only during unpaid official breaks (normally lunchtimes) and only in line with the paragraph above.


	
	




[image: employer_small]   [image: C:\Users\whitejo\AppData\Local\Microsoft\Windows\INetCache\Content.Word\LW_logo_employer_rgb.jpg] [image: ]

oleObject1.bin
[image: image1.png]






image1.png
NHS

Lanarkshire




image2.png




image3.png
disability
B confident
EMPLOYER




image4.jpeg




image5.jpeg
(X
: CARERPOSITIVE
Emploer in Scotland




