JOB DESCRIPTION

	1. JOB IDENTIFICATION

	 
Job Title:  EMIS/Receptionist/Cashier

Responsible to : Administration Co-ordinator 

Department(s): Business Support

Directorate: South Ayrshire Health & Social Care Partnership

No of Job Holders: one

Last Update:  February 2022



	2. JOB PURPOSE

	Post holder will provide a diverse range of administration duties within the Biggart Administration department, representing the Hospital as first contact, providing a full range of administration duties within the Biggart Hospital General Office, including a professional and secure Cashier service to Patients, Staff and Visitors, including banking of all income and control of Patients’ funds and valuables.
Post holder will provide dedicated EMIS training and mentorship  to the EMIS admin team based within Biggart and Girvan Community Hospitals 




	3.DIMENSIONS
The postholder is employed to provide a full range of clerical duties for community based nursing teams, receptionist and cashier at Biggart Hospital.
Cashier:
The cashier office on each site deals with approximately:
· 55-65 travel claims and general enquires per day- 
· £1,500, 000 annual collection of cash from tills, coin boxes etc
· £323K annual income from donations etc
Management of patients’ funds:
Balance held- £10-20K
Annual income/expenditure £200K
Receptionist:
· Daily preparation of buying orders- forwarding for authorisation and on return submit for process  
· Verify & record and populate  monies generated from Hairdressing  and Patients Paper Money Services 
· Calculate, costs and raise Hospitality Slips for hospitality on a weekly basis.
· Calculate, cost and raise Invoices   
· Deal with telephone calls 
· Deal with visitors’ enquiries 

Clerical Officer:
There are 11 community District nursing teams with over 200 staff who provide district nursing  services in South Ayrshire  as well as there being the delivery of a range of community–based services from our clinics and health centres.  There are 2 community hospitals, Girvan and Biggart.

The postholder will provide a range of clerical duties for community based District nursing teams and reception duties for South Ayrshire health & Social Care Partnership within Biggart Hospital/ North Ayr Health centre as well as administrative and clerical support to management.

EMIS
· Providing Pan Ayrshire admin support to District Nurses involving up to 120 calls a day plus referrals/GP emails through TRAK, PCS and SCI gateway as well as from patients, GP practices and relatives transcribing information and population on the EMIS Community Web.
· Overseeing training and day to day support for the EMIS clerical officers

Finance
· Orders stock and stationary as appropriate 




	4.  ORGANISATIONAL POSITION

	 
See attached organisational chart



	5.   ROLE OF DEPARTMENT

	
To provide an efficient, effective EMIS,health records, administration, supplies and cashier service within Biggart Hospital, ensuring comprehensive support to patients, clinical staff of all levels and management structures.


	6.  KEY RESULT AREAS
Cashier Tasks
· Compliance with all Standing Financial Instructions and procedures in relation to security of cash/valuables to ensure a safe and secure environment 
· Accounting and controlling of patients’ funds such as income held in the Cash office and/or cashing of benefit books/cheques at the request of a patient.
· Advice and guidance to patients/staff regarding petty cash requests or reimbursements of travel expenses
· Assist in collection of cash from dining room till
· Assist in counting and recording of cash collections and other transactions
· Responsible for  legal release of deceased patients’ belongings by contacting Environmental Health or social work departments 
· Reimbursement of travel expenses to patients who receive Income support and who have attended a specific hospital appointment, deciding on how much the patient is entitled to

General Tasks
· Populate SSTS for District Nurses 

When covering reception

· Receive and analyse visitors’ requests - decide correct procedure, provide information, to ensure user satisfaction in line with organisational policies.
· Co-ordinate telephone calls to the Hospital by assessing and allocating incoming calls. Taking messages and transferring calls to ensure caller is correctly transferred to correct ward/department.
· Monitor, maintain and update Notice Boards to ensure up to date information is available at all times.
· Check and record all incoming money generated from Patients Newspapers and Hairdressing Services, when required to maintain an accurate record in accordance with standing financial instructions.
· Administer and co-ordinate booking of Hospital accommodation (Boardroom, Conference Room/Hot desk areas, Day Hospital) to ensure optimum utilisation of available resources. 
· Arrange hospitality ensuring costs be charged to appropriate Departments by either raising Hospitality Slip or Invoice for onward transmission to Finance Department.
· Check, and prepare and process Buying Orders/PECOS (non-stock items). Record individual entries, monitor progress to ensure correct processes are followed.
· Provision of comprehensive administrative service per department to ensure smooth running of department.
· To report and assess need for repairs are dealt with via Apollo to ensure rapid repairs/faults are reported to appropriate Departments within/outwith Hospital.
· Assist and support Clerical Officers and Ward Clerks to ensure a level of continuity/service is maintained at all times.
· Oversee site corporate staff passes

EMIS Co-ordinator Tasks
· Carry out day to day support  and responsibilities including population of district nurses SSTS, , mentorship and training all EMIS colleagues
· EMIS super user for  admin support to District Nursing within South Ayrshire Health and Social Care Partnership including travelling to other sites to resolve training issues and offering advice and guidance 
· Generate and maintain standard operating procedures  




	7a. EQUIPMENT AND MACHINERY

	· Use of computer/laptop.
· Laminator
· Photocopier/scanner
· Calculator 
· Guillotine 
· Mobile



	7b.  SYSTEMS

	Manual Records maintained for:-
· Buying Orders
· Hairdressing Takings
· Ordering hospitality
· Cash/valuables/donation/indemnity/clothing books

Electronic systems:
· Microsoft  office packages
· Efinancial 
· PECOS – procurement system
· FM first - estates & facilities online fault reporting system
· Hospital Information Support System PMS  for interogtation to retrieve information
· DATIX
· SSTS
· Appropriate shared drives 
· Emis
· Netcall
· eEss
· Turas





	8. ASSIGNMENT AND REVIEW OF WORK

	Workload is demand led and is generated by a variety of sources, from line manager, all departments within the site, patients and visitors etc. and is communicated by mail, internal mail e-mail and orally.

The postholder is expected to work on his or her own initiative and prioritise workload as appropriate, ensuring that deadlines are met.

Guidance is available from the Administration Co-ordinator / Head Cashier when required.

Specific personal objectives are agreed in consultation with line manager and are reviewed on annual basis.





	9.  DECISIONS AND JUDGEMENTS

	
The postholder is required to make decision and judgements in relation to service provision 
based on knowledge and experience and within parameters of policies and procedures, 
Such as payment of patient/escort travel claims. 

Due to an ever-changing schedule judgements and decisions have to be made to 
Re-prioritise workload to ensure smooth running and minimum impact to Department.

As the postholder is the  first contact for site must in circumstances of verbally aggressive 
relatives, patients/visitors decide whether they can resolve the matter locally or call on
 line management  for assistance.




	10.  MOST CHALLENGING/DIFFICULT PARTS OF THE JOB

	· Dealing with distressed, emotional ,aggressive or recently bereaved relatives/ users of the site
· Communicating effectively with patients/users of the site who have communication problems i.e. stroke/dementia.
· Ensuring standing financial instructions are adhered to 




	11.  COMMUNICATIONS AND RELATIONSHIPS 

	
Postholder is expected to develop and maintain good communication links and working relationships with the following groups:

Internal:
All colleagues and staff 
Patients, visitors and public
Third sector 

External:
Banks/ Post office staff
DSS
Solicitors
Queens Lords Treasurers Remembrance ( death in estate)
Environmental Health/Social Work Departments

All communication is essential to provide the exchange of generated work and communicative links to all departments within the site, workload is also generated by downloaded emails from colleagues requesting accommodation for meetings, hospitalities etc.  These emails are provided via administration Co-ordinator/ reception colleagues



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

	
PHYSICAL EFFORT/SKILLS
· Key board skills- high degree of speed, accuracy and skills
· Ability to bend /lift and twist, lifting 28lbs photocopying paper/minimum of once a day.
· Ability to stand and sit for extended periods of time- large varied workload can necessitate periods of , photocopying, preparation of bulk letters for posting
· Cash handling ( collection from tills and deposits to bank (assisted by security officer/porters)

MENTAL EFFORT /SKILLS
· Due to the nature of  the receptionist role the postholder will be subject to frequent  interruptions every 10/20 minutes via telephone or face to face enquiries with visitors, colleagues, relatives and patients to ensure that no errors have been made. 
· Learn office locations, staff names and numbers given constantly changing workforce
· Establish and maintain co-operative and effective working relationships with others given differing personalities and goals
· Frequent concentration required whilst dealing with all cashier transactions such as petty cash transactions and reconciliations and transcribing of all info from Netcall onto EMIS Web where this information contains sensitive often occasionally distressing information 
     
EMOTIONAL EFFORT/SKILLS:
· Receive the public tactfully and courteously
· Patience required to listen carefully and interrupt/understand/communicate with persons of various disabilities i.e. stroke
· To deal with and re-assure confused and distressed patients and in particular bereaved relatives.
· Exposure to verbal aggression.
· Indirect occasional exposure to distressing patient information




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

	Excellent interpersonal skills with an enthusiastic and positive attitude including tact, diplomacy, patience and courtesy with employees or outside personnel, excellent people skills with current or previous experience of working in a similar customer/cashier  service environment is essential.  The ability to remain calm in a very busy and sometimes stressful environment.  

The postholder requires to have knowledge of modern office equipment, practices and procedures and may be required to perform many tasks at once, communicating effectively both orally and in writing with the ability to work to deadlines and perform effectively as an individual and as a team member.  

The post involves working with confidential with discretion and being able to provide information in a clear and understandable manner with excellent telephone techniques and etiquette.   The postholder will work on their own initiative within the department and must be flexible to the needs of the department and be able to assist staff in any section. 

Knowledge of standing financial instructions
ECDL qualification or SVQ 3 in Business Administration or equivalent experience  in business/admin with excellent interpersonal skills an enthusiastic and positive attitude including tact, diplomacy, patience and courtesy with employees or outside personnel, excellent people skills.

Record keeping techniques such as accounting/book keeping knowledge i.e. cash book
Knowledge of DSS legislation is desirable 





