JOB DESCRIPTION
JOB TITLE






    REPORTS TO

Clinical Secretary/Receptionist/Administration
   Head of Clinical & Therapy Services 
1.
JOB PURPOSE

To provide secretarial and administrative support to the Clinical Services team, comprising consultants, doctors, dentist, nurses and other clinical staff.  
2.
PRINCIPAL ACCOUNTABILITIES

2.1
To liaise with Line Manager, consultants, doctors, dentist, nurses and other clinical staff and therapists and provide secretarial support following their requests/instructions.
2.2 
Maintain appointment system arranging appointments to suit service users and organisational needs. 

2.3
Receive, store and retrieve information using the computer software program at David Lewis. Ensure all records are kept up to date and accurate. 

2.4
To be aware of the Data Protection Act and ensure complete confidentiality within the operational business.
2.5
To promote and support awareness of equal opportunities and to ensure that bullying, harassment and intimidation are not tolerated.

2.6
In accordance with David Lewis policies, be familiar with and regularly refresh knowledge of the Aspects and Indicators of Abuse in relation to the protection and safeguarding of children/young people and vulnerable adults and to report all concerns, suspicions, allegations and incidents to the Lead Person without delay.

2.7
To ensure that all health and safety responsibilities are discharged to protect the health and safety of self, employees and comply with best practice and legal requirements.

2.8
To assist with any other Ad Hoc duties required as and when the business may require them.

3. JOB ROLE & ACTIVITIES

3.1
To type letters, reports, memos, admission and discharge summaries and clinical entries using both audio and copy typing. 
3.2
Creation of forms and documentation.

3.3
Reception duties.

3.4
To answer the telephone and deal with enquiries/queries and to take and record messages for doctors and consultants. 
3.5
To arrange meetings on request. 
3.6
To obtain medical records from external organisations as requested.

3.7
To perform general office duties including filing, photocopying, ensuring stationary supplies are adequate.
3.8
To liaise with doctors and student support nurses in order to arrange consultant reviews for service users.
3.9
To assist with any other Ad Hoc duties required as and when the business may require them.

4.
PERFORMANCE MEASURES

· Quality of relationships with Service Users, families, staff and other professionals measured by feedback and observations.
· Line Manager satisfaction with quality of work produced, competence level, all measured feedback, performance appraisals and on going performance management.

5. KEY COMPETENCIES
· Good communication, verbal and written
· Ability to work on own initiative 

· Team player

· Ability to work sensitively with confidential material

· Positive attitude
· Planning and organizing
· Adaptable
· Caring
6.
KNOWLEDGE, SKILLS AND EXPERIENCE

· Good communication skills and telephone manner (Essential)

· IT literate with working knowledge of EMIS (Essential)

· Proficient use of Microsoft Word, Excel, Outlook, PowerPoint (Essential)

· Experience working with people with learning disabilities (Essential)

· Some knowledge of medical terminology (Desirable)
· Secretarial/administrative qualification (Desirable)
Disclosure and Barring Service (DBS) Checks: This post, due to its nature, duties and responsibilities, will be subject to a check by the DBS.  The level of check which will apply shall be an “Enhanced” level check.  Information about this disclosure can be found at www.gov.uk.   

To prevent abuse and implement good practice David Lewis ensures that recruitment practices are robust and rigorous and that all staff employed have up to date and acceptable references, a full and complete employment history, an Enhanced DBS check and a check of the DBS barred lists.  
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