	
1. JOB IDENTIFICATION

Job Title:  Audio Typist

Department(s):  Administration Services

Job Holder Reference:

No of Job Holders:


	
2. JOB PURPOSE


The postholder will provide high quality typing from a digital dictation system and clerical support within the Acute Services. 



	 (
Postholder
) (
Administration Co-ordinator
) (
Office Manager
) (
Administration Services Manager
)
3. ORGANISATIONAL POSITION 
































	
4.  SCOPE AND RANGE

· The postholder with transcribe from digital dictation, letters, reports and discharge summaries for patients from outpatient clinics, patients discharged from wards and other outpatient appointments and will maintain patient records at all times.

· Work within and adhere to policies and procedures, i.e. Health and safety, data protection, administration/secretarial standards, confidentiality etc.

· Work will be assigned on a daily basis by the Medical Secretaries and other associated colleagues.

· Line management, personal development and review of work will be undertaken by the Office Manager or Administration Services Manager.

· The postholder will be required to be flexible as you will be assisting in a variety of areas dependant on service level objectives providing them with additional typing/clerical support. 

· Work and review of work will be provided by the Administration Co-ordinator.  will be assigned on a daily basis by either the Administration Co-ordinator, Office Manager or Administration Services Manager.



	
5.  KEY RESULT AREAS

· Provide high quality admin/typing support.   This will include audio typing, photocopying, filing and any other clerical duties as directed by the Office Manager.

· Maintaining an up to date filing system for all patient reports, letters and general correspondence and ensuring patient case records filing is up to date.

· The provision of administrative and secretarial support to the other areas of the department to meet the developing service needs.   This may include providing support to other areas outwith the postholder’s own particular area.

· If required make clinic appointments

· Liaise with other Healthcare professionals (General Practitioners, Laboratories, other Hospitals) as requested

· Answer telephone and deal with appropriately.   If a complex request arises – liaise with most appropriate person.

· Assist medical secretaries in providing clerical duties as required

· Answer queries and provide a comprehensive admin service for  medical staff



	
6. SYSTEMS AND EQUIPMENT 

Systems 

Microsoft Office,
Digital Dictation System (Winscribe)
TOPAS
Medisoft
SCI Store

Equipment

Personal Computer
Transcribing machine
Photocopier
Telephone 
Trolley
Printer


	
7.  DECISIONS AND JUDGEMENTS

· The postholder will be responsible for prioritising their workload.
· The Administration Co-ordinator of the area you are working in will give advice on 
· matters arising
· 

	
8.  COMMUNICATIONS AND RELATIONSHIPS
 
Communications will general be with other members of staff within the Dumfries and Galloway Royal Infirmary, including Consultants, Medical Records and other admin/secretarial staff





	
9. PHYSICAL DEMANDS OF THE JOB

· The postholder will require speed and accuracy for audio typing and good keyboard skills
· The post requires sitting for long periods using keyboard and VDU
· The need to concentrate for long periods when transcribing dictation, due to different
 accents and poor dictation.
· Exposure to clinical information can sometimes be distressing, all times observing 
data protection and maintaining confidentiality


	
10.  MOST CHALLENGING/DIFFICULT PARTS OF THE JOB

· Ensuring the timeous turnaround of clinic correspondence from dictation to typing
· Ensuring all information in patient records is accurate and up to date, in accordance with hospital guidelines


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

· The postholder will have at least 1 years experience in a similar role
· Excellent communication and interpersonal skills
· Knowledge of Microsoft Word is essential
· Training on the Hospital Patient Information System is essential
· Audio typing is desirable
· Good keyboard skills with speed and accuracy is essential
· Knowledge of medical terminology would be advantageous
· Good team player qualities




	
12.  JOB DESCRIPTION AGREEMENT


 Job Holder’s Signature:

 Head of Department Signature:


	



Date:

Date:






