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JOB DESCRIPTION



	1. JOB IDENTIFICATION

	 
Job Title: Medical Secretary (Medical, Surgical, Visiting Consultant)

Responsible to : Health Records Manager

Department : Medical Records

Directorate: Nursing & Acute Services

Last Update : June 2022






	2.  JOB PURPOSE

	· To ensure the provision of efficient secretarial and clerical support to Consultants based at the Gilbert Bain Hospital by organising clinics and theatre lists, typing clinic letters and arranging patient follow up.
· Ensuring correct and accurate entry of information to the patient administration system – TrakCare and theatre management system - Opera. 
· Monitor outpatient clinic activity to ensure that supply and demand for patient appointments are maintained and identify any problem areas.
· Maintain computerised waiting lists for all inpatient and day case activity by selecting patients for admission and ensuring that guarantees are met and appropriate mix of procedures are in each theatre session.
· Provide absence cover for other secretaries where possible.









	3. DIMENSIONS (Job Facts and Figures)

	Medical Records consist of 3 Surgical Secretaries, 4 Medical Secretaries, 4 Visiting Consultant Secretaries, 1 Pain and Anaesthetics Secretary, 1 Specialist nurse secretary, 3 Patient Focused Booking / Outpatient Reception Clerks, 3 Filing Clerks,  5 Ward Clerks, 1 Medical Records Supervisor, and 1 Health Records Manager.

The department supports the Gilbert Bain Hospital, which services a population of approximately 22,500.

There are 3 Consultant Surgeons who provide weekly consultations to 6 Outpatient clinics, 3 Fracture clinics and 6 Theatre lists.

4 Consultant Physicians who provide weekly consultations to 12 Outpatient Clinics per week.

2 Pain clinics per week.

The department handles approximately 1.075 Outpatient Clinics per year with 4,698 new appointments and 8,542 repeat attendances.  There are approximately 2,140 inpatient episodes and 1319 day-case episodes per year, and 79 visiting Consultant Clinics per year.

The role profile is intended to provide a broad outline of the main responsibilities only.  The post holder will need to be flexible in developing the role and in initial and ongoing discussions with the Medical Records Supervisor and Health Records & Clinical Coding Manager.
























	4.  ORGANISATIONAL POSITION

	

Organisational Chart


	Nurse Bank
Main Reception Team
Nursing Admin Assistant

Medical/Surgical/Visiting
Secretaries; File Clerks; Ward Clerks; 
Reception & Nurse Bank Supervisor
Medical Records Supervisor – Secretarial, File Clerks
Health Records Manager








	5.   ROLE OF THE DEPARTMENT

	The Department of Health Records provide a full range of patient administrative services to support the delivery of health care services across Shetland and are responsible for ensuring the complete and accurate recording of administrative and coded clinical information, utilising both manual and computer systems.  The department supports the delivery and future planning of patient care through the provision of clinical case records and the collection of key activity data used locally and nationally.

To provide a comprehensive support service to Consultants, junior medical staff, specialist nurses and Admin/Secretarial teams within Gilbert Bain Hospital.

The department is also the main contact point for external agencies that seen access to confidential patient information and is responsible for ensuring that such information is released only in accordance within NHS Shetlands policies and procedures, ensuring that patient confidentiality is maintained at all times.




	6.  KEY RESULT AREAS

	· Word process confidential outpatient letters, operation notes, theatre lists, discharge letters, doctors rota and medical reports, transcribing medical terminology accurately when English is not always first language of Consultant/SHO dictating.
· Take necessary precautions when transmitting information to ensure only disclosing it to those who have the right and need to know it.
· Ensure appointment letters are sent out for clinics from TrakCare, at appropriate times and within timescales
· Ensure patients are sent appointment letters for various clinics and admissions from TrakCare, at appropriate times and within timescales. Responsible for co-ordination of clinics ensuring waiting time guarantees are met where possible.
· Ensure the inpatient/day case Waiting List System is kept accurate and up to date.
· To input, amend, delete and modify data and information accurately and completely using correct procedures in manual and computerised systems.
· Produce reports and lists from data in required format.
· Ensure the safe storage of data both manually and electronically and in a way that allows for immediate retrieval.
· Ensure that the Consultants/SHO on call rota is prepared and distributed.
· Monitor outpatient clinic activity to ensure that supply and demand for patient appointments are maintained and identify any problem areas by ensuring Health Records Manager is alerted to problems with waiting time guarantees for Inpatients and Outpatients.
· To take responsibility for own development through appraisal and personal development plan.
· To provide information to other members of staff when it will help their development or help them meet work demands including passing on knowledge of medical terminology, proficiency in software used.
· To provide information and help on use of equipment within Medical Records Department e.g. printers, fax, photocopier, laminator, shredding machine etc.
· Ensure that proficiency in Scottish Health Service bespoke software such as TrakCare are kept up to date as new functions are added. 
· Photocopying results and letters to GPs, enclosures for clinical letters.
· To take advantage of opportunities offered by Staff Development department.
· Assist in maintaining own and other members of staff Health, Safety and Security by identifying and reporting risks to the relevant staff member.
· Ensure that work pattern complies with Occupational Health advice regarding VDU usage and manual handling of files.
· Partake in mandatory courses such as Manual Handling and Fire Safety.
· Takes appropriate action to manage an emergency, summoning assistance immediately when necessary.
· Responsible for ensuring equipment is handled in a safe way and is switched off at nights and doors locked for security of confidential records.
· Implement and apply secretarial and administrative policies for Medical Records Department.
· Ensure and identify as part of a team where evaluation and improvements to service and procedures within the department can be made using necessary resources.
· To evaluate own work as agreed, accurately completing relevant documentation.
· To seek appropriate support to make changes, which are beyond our own role or competence.
· Identifies with Medical Records Manager areas within the department where improvements can be made.
· To understand own role and scope of that role and to seek help when unsure.
· To prioritise own workload and organise own work to meet these priorities and reduce risks to quality.
· Monitor patient movement, forwarding and receiving files to ensure appropriate follow up appointments are made and patients do not fall through the system.
· Ensure data held by Patient Administration System is of high a quality as possible.
· Audit quality of information held by the various information systems and resolve any shortcomings in quality.
· To recognise the importance of people’s rights and interpret them in a way that is consistent with employer’s procedures, policies and legislation.
· Ensure patients’ rights regarding confidentiality are met at all times.
· To act in ways that are consistent with people’s expressed beliefs and preferences and to acknowledge diversity and value people as individuals.
· To challenge behaviour, which infringes the rights of others.
· Provides sufficient information on work in progress to enable individuals, groups, communities and agencies to understand progress and issues e.g. patients, Consultants, social care service and residential homes, secretaries within and out with establishment.
· Offers help, advice and support to other members of staff when asked consistent with own role.
· Participates in team of staff in Medical Records Department, sharing knowledge and experiences to help in decision-making and implementing solutions.
· Ensure test and x-ray results are forwarded to appropriate staff.

This list is not exhaustive and may include other duties as required by the Board or line manager.




	7a. EQUIPMENT AND MACHINERY

	Personal Computers – inputting/extracting information to Patient Administration System (TrakCare)
Printers – printing of patient address and bar-code labels, results etc.
Photocopier/Scanner – reproducing copies of documents/Scanning in documents.
Audio Dictation Equipment – for recording of Clinic, Discharge letters & Operation Notes.
Voice Recognition / Digital Dictation – As Audio Dictation Equipment
Fax – sending and receiving documentation
Telephone – receiving and giving out information
Trolleys – transporting case notes to and from clinics
Mobile Filing Bays – used to house casenotes
Kick stools – used to access shelves to file and retrieve casenotes 
Ladders - used to access shelves to file and retrieve casenotes.
Shredder – disposal of documents/correspondence not required in order to maintain confidentiality.


	7b.  SYSTEMS

	PC – to communicate, extract and record information
PAS – Processing and generating patient information, reports and Clinic pulling lists, recording patient inpatient and outpatient appointments. (TrakCare)
WinVoice/WinScribe – to generate patient clinic letters, Operation notes and Discharge letters.
SCI Store – to generate copies of patient results
OPERA – Theatre management systems for elective admissions
Microsoft Office – Word, Excel and e-mail
INTRANET – used to search information on Policies and Procedures, access SCI Store,




	
8. ASSIGNMENT AND REVIEW OF WORK

	· The post holder will work within clear defined guidelines and protocols supported by a Supervisor
· Annual appraisal/review with Supervisor against defined policies and procedures as required.
· Ad hoc return to work meetings after period of sickness absence as required.



	9.  DECISIONS AND JUDGEMENTS

	· Working is generally unsupervised, although the Medical Records Supervisor is based 
In the Medical Records Office
· Using knowledge of systems and environment to make decisions required to 
perform assigned duties
· Prioritisation of own workload to ensure that the department’s needs are met.
· Appropriate response to enquiries and events




	10.  MOST CHALLENGING/DIFFICULT PARTS OF THE JOB

	· Ensuring that 18 week treatment guarantee is met.
· Ensuring that clinic, discharge letters and operation notes are completed within the guide lines of the department.
· Coping with frequent interruptions from colleagues.
· To demonstrate a caring attitude in even the most difficult of times.




	11.  COMMUNICATIONS AND RELATIONSHIPS

	· INTERNAL

Office                   Frequency     Reason                                 By What means
Secretaries            Daily            Enquires/Problem Solving      Face to face, Phone, email
Medical Staff         Daily             Information/Enquires              Face to face, Phone, email
Nursing Staff         Daily             Information/Enquires              Face to face, Phone, email
Patients                 Daily            Giving Advice/Enquires           Face to face, Phone, email
Patient’s Representatives  Daily  Giving Advice/Enquires        Face to face, Phone, email

· EXTERNAL

Office                   Frequency     Reason                                 By What means
Hospitals               Daily              Information/Enquires              Face to face, Phone, email
GP’ Surgeries        Daily             Information/Enquires              Face to face, Phone, email





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

	· Physical – Speed & accuracy, keyboard skills, Audio typing. Sitting for long periods of time inputting/retrieving information on Patient Administration System. Sitting for long periods of time typing clinic, discharge letters & operational notes. The use of Kick stools and Safety ladders as and when necessary.  Frequent moving and handling of health records. Lifting large individual patient case notes.
· Mental – High level of concentration required to ensure accuracy throughout all tasks. Frequent interruptions by telephones, visitors to office areas.  Daily workload can be unpredictable due to the nature of the building.
· Emotional – Working in a busy Medical Records Department. Exposure to patient information at times can be distressing. Communicating with patients and or relatives.
· Environmental – Exposure to Visual Display Units. Overcrowded offices/departments. Some exposure to dusty casenotes.



	13.  KNOWLEDGE, TRAINING AND EXPERIENCE REQUIRED TO DO THE JOB

	· Good secondary education. English to standard grade or equivalent.
· Proficient in Microsoft Office applications – ECDL or other computing qualification desirable
· Being able to communicate with all levels of staff.
· Ability to work individually or part of a team
· Previous work experience with NHS (Desirable)
· Significant secretarial experience and audio typing
· Aware of confidentiality.
· Aware of Data Protection Act, Caldicott guidelines (Desirable)
· Knowledge of Medical Terminology (Desirable)
· Must possess a polite, sympathetic, caring and helpful manner.

On the Job Training.

Learn the systems, machinery and equipment within the medical records department and ensure knowledge of appropriate departmental and organisational policies and procedures as well as attending mandatory training i.e. manual handling, fire lectures and system training.



	14.  JOB DESCRIPTION AGREEMENT

	A separate job description will need to be signed off by each jobholder to whom the job description applies.

 Job Holder’s Signature:

 Head of Department Signature:

	


Date:

Date:
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