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The Alresford Surgery

Station Road

ALRESFORD

Hampshire

SO24 9JL

Telephone: 01962 732345

Dr Ann Lowman           Dr Susie Wright       Dr Anna Cross         Dr Paul Webb    Dr Ben Saunders     Dr Marie Dodd

JOB DESCRIPTION – Medical Secretary and Administrator
The role of secretary/administrator requires someone with the following attributes/skills:

· To work effectively within a health care team

· To have excellent inter-personal skills when helping patients, members of the Primary Health Care Team and outside agencies

· To be able to maintain complete confidentiality

· To be able to prioritise duties

· To be able to deal with patients and 3rd parties efficiently on the telephone

· Computers – to have an understanding of how Windows based products operate (training of our clinical systems will be provided)

Main Duties

REFERRAL MANAGEMENT
· Efficient audio and copy word processing of letters and reports
· Scanning of outgoing referrals and reports and preparing them for posting
· Choose and Book (eReferrals) 
Other Duties

SUPPORTING DOCTORS AND NURSES

· Responding to Tasks from Doctors and Nurses

· Respiratory clinic administration

· Diabetic clinic administration

· Assisting with baby imms clinics

· Health check clinic administration

SUPPORTING PATIENTS

· Responding to patient queries via telephone, email, paper and face to face

· Patient Access

PATIENT REGISTRATION

· New registrations

· Deductions

· GP2GP – file incoming records

· Temporary Residents

· Green bag 

· Dealing with ad hoc queries and problems regarding registrations (from PPSA and others)

ADMINISTRATIVE DUTIES

· Opening and sorting daily incoming mail

· Scanning incoming mail

· Dealing with ad-hoc queries from hospitals

· Deaths administration

· Smear Prior Notification Lists

· Dispensary banking

· Insurance administration

· Arranging surgery social events and meeting

· Responding to IT problems
· Stationery supplies ordering
This list is not exhaustive and roles may be added or changed to meet the needs of the business. There are some specific tasks which are shared amongst the administration team.

www.alresfordsurgery.co.uk

